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Preface 


This dictionary provides a basic vocabulary of terms used in the publishing 
and printing industries. It is ideal for all students of publishing and related 
subjects, as well as those working for the first time in printing, typesetting, 
production, papermaking, electronic publishing and editorial jobs. 


Each headword is explained in clear, straightforward English and quotations 
from specialist publications show how the words are used in context. There 
are also supplements including proof correction marks, major book prizes 
and awards, information on copyright and a list of key industry resources on 
the Web. 


Thanks are due to Angus Phillips for his help and advice during the 
production of this book. 


Pronunciation Guide 


The following symbols have been used to show the pronunciation of the main 
words in the dictionary. 


Stress is indicated by a main stress mark ( ' ) and a secondary stress mark ( , ). Note 
that these are only guides, as the stress of the word changes according to its position 


in the sentence. 


Vowels 


æ 
a 
D 

al 
ao 
alo 
ava 


back 
harm 
stop 
type 
how 
hire 
hour 
course 
annoy 
head 
fair 
make 
go 
word 
keep 
happy 
about 
fit 
near 
annual 
pool 
book 
tour 
shut 


Consonants 


NWK ES OAT HVZBDSO BETAS TE Pho Or E 


buck 
dead 
other 
jump 
fare 
gold 
head 
yellow 
cab 
leave 
mix 
nil 
sing 
print 
rest 
save 
shop 
take 
change 
theft 
value 
work 
loch 
measure 
zone 


A3 adjective European standard size 
paper, twice the size of A4: 297 x 420mm 
o You must photocopy the spreadsheet on 
A3 paper. 

A4 adjective European standard size 
paper, 210 x 207mm o We must order some 
more A4 headed notepaper. 

A5 adjective European standard size 
paper, half the size of A4: 148 x 210mm 
AA abbreviation author's alterations 

A&l abbreviation abstracting and indexing 
ABA abbreviation American Booksellers’ 
Association 

abbreviate /o'bri:vieit/ verb to make 
something shorter by leaving out some 
letters or by using only the first few letters 
of each word 

abbreviated text /a,bri:viertid 'tekst/ 
noun text that is shorter than the original 
abbreviation /o,bri:vi'erf(o)n/ noun a 
short form of a word 

able /'erb(ə)l/ adjective quick to learn in 
an educational environment 
above-the-fold /a,bav da 'fauld/ noun 
the part of a webpage which is seen first 
without having to scroll, and so is preferred 
for advertising 

abrasion resistance /o'bre13(9)n ri 
,zistons/ noun the ability of a surface such 
as a printing plate to resist rubbing, without 
showing scratches or other signs of wear 
abridge /a'brid3/ verb to make some- 
thing shorter 

abridgement /o'bridgmont/ noun a 
shortened version of a book 

absorb /ob'zo:b/ verb 1. to take up liquid 
o Glossy paper does not absorb ink very 
well. 2. to take in a small item so as to form 
part of a larger one 


absorbency /ob'zo:bonsi/ noun ability 
to absorb moisture o The paper has a high 
absorbency level. 
absorbency test /ob'zo:bonsi test/ 
noun a test carried out in a laboratory to 
test how absorbent a sample of paper is 
COMMENT: Paper is a relatively absorbent 
substrate because there are pores in 
between the fibres and mineral particles. 
Liquids such as oil or water can be 
absorbed through these pores. Water 
absorbency and oil absorbency are quite 
different properties, and as most printing 
inks are oil-based, the printer is more 
concerned with the oil absorbency of paper 
than its water absorbency. Oil absorbency 
can be measured using the PIRA Surface 
Oil Absorbency Tester (SOAT), the K & N 
method or the IGT method. 
absorbent /sb'zo:bont/ adjective able 
to soak up moisture o highly absorbent 
paper 
absorption /ob'z»:pJon/ noun taking up 
moisture o the absorption of ink by the 
paper 
absorption costing  /ob'zo:pfon 
ikpstin/ noun a costing method which 
takes into account the time taken and the 
overhead costs for each part of a job, rather 
than dealing with the job on a single-cost 
basis 
absorption filter /ob'zo:pfon |filto/ 
noun a filter that blocks certain colours 
abstract noun /‘zbstrekt/ a summary 
of the contents of a document m verb /zeb 
'straekt/ to summarise the main points of a 
document 
abstracting and indexing 
/8bstraktrg on 'mndeksm/ noun the 
making of summaries and indexes for arti- 
cles and books. Abbr A&I 
AC abbreviation author's corrections 
academic publishing /,ækədemık 
‘pablifin/ noun a branch of publishing 


academy 





which focuses on producing books and 
journals for higher education 

academy /o'kedomi/ noun an educa- 
tional institution devoted to a particular 
subject 

accelerator /ok'seloreito/ noun a 
chemical such as borax, used to make 
photographic film develop more rapidly 
accent /'aeksont/ noun a mark put above 
or below a letter in writing or printing to 
show how it should be pronounced 
accented /'zksontid/ adjective with an 
accent on it 


accept /ok'sept/ verb to agree to some- 
thing that is being offered o He accepted 
the estimate for printing. o She has 
accepted our terms. o He will not accept 
the job unless we increase the salary. o to 
accept a book for publication to agree to 
publish a book 


acceptable /ak'septab(a)l/ adjective 
suitable for being accepted o His MS is not 
acceptable as it stands, and will need 
rewriting. o The terms of the contract are 
not acceptable to the agent. 


acceptance sampling /ok'septons 
ssarmplin/ noun testing a small part of a 
batch to see if the whole batch is good 
enough 


access /'aekses/ noun the opportunity or 
right to use something o They were given 
access to all relevant information. m verb 
to obtain, examine or be able to reach 
something o You can access this informa- 
tion in a library or on a computer. a to 
access a computer file to call up and start 
examining a computer file 


access course /'ekses ko:s/ noun a 
course of study designed for people 
without formal educational qualifications, 
so that they can gain entry to higher educa- 
tion 

accession number  /ok'sef(o)n 
,hAmbo/ noun a consecutive number used 
to identify new additions to a library or 
collection in an inventory system 
accessions /ok'sef(o)nz/ plural noun 
new books that are added to a library 
access number /'&ekses ,nambo/ noun 
the telephone number used to link to an 
Internet service provider or other network 
provider using a dial-up connection 
access point /'kses point/ noun a 
transceiver in a wireless local area network 
that connects a wired local area network to 


wireless devices or that connects wireless 
devices to each other 


access time /'ækses tarm/ noun the 
time taken to get into a computer program 


acclaimed /o'klermd/ noun popular, 
well-respected, praised by critics 


accommodation address /o,komo 
'derf(o)n o,dres/ noun an address used for 
receiving messages but which is not the 
real address of the company 


accordion fold /a'ko:dian fould/ noun 
1. a method of folding a printed sheet in 
parallel folds, with one fold in one direc- 
tion, and the next in the other, so that it will 
unfold sideways 2. a method of folding 
continuous paper, one page in one direc- 
tion, the next page in the opposite direc- 
tion, allowing the paper to be fed into a 
printer continuously with no action on the 
part of the user » also called concertina 
fold, fanfold 

accordion insert /o'ko:dion ,mnsa:t/ 
noun an insert in a magazine which is 
folded in the accordion method 


account /s'kaunt/ noun 1. a record of 
money paid or owed o Please send me an 
itemised account. 2. a customer who does 
a large amount of business with a firm and 
has an account o He is one of our largest 
accounts. o Our salesmen call on their best 
accounts twice a month. a to keep the 
accounts to write each sum of money in 
the account book 

accountant /s'kaontont/ noun a person 
whose job is to keep the financial accounts 
for a business 

account book /o'kaunt buk/ noun a 
ledger in which accounts are kept 
account-book binding /a'kaunt buk 
,bamndig/ noun a binding style used for 
books that are to be written in, and there- 
fore must lie flat when open 

account executive /o'kaunt 1g 
,zekjutiv/ noun an employee who is the 
link between the company and particular 
customers 

accounting /a'kauntin/ noun the 
process of keeping financial records for a 
company or organisation 

accounting period /ə'kauntıy 
,preried/ noun a period of time at the end 
of which a company's accounts are closed 
for checking 

accounts department /o'kaunts di 
paitmont/ noun a department in a 


adapter 





company which deals with money paid, 
received, borrowed or owed 

accounts manager /ə'kaunts 
manidao/ noun the manager of an 
accounts department 


accounts payable /o,kaunts 
'perob(o)l/ plural noun money owed by a 
company 


accounts receivable /okaounts ri 
'sitvob(o)l/ plural noun money owed to a 
company 

accredited — /o'kreditid/ adjective 
appointed by a company to act on its behalf 
accurate /'zkjorot/ adjective capable of 
providing information in accordance with 
an accepted standard 

acetate /'siteit/ noun transparent 
plastic used for writing or drawing on, for 
use with an overhead projector o The 
colour separations are on acetate. 
achromatic /,etkra'metik/ adjective 
without any colour 

achromatic colour /,erkrometik 
'KAlo/ noun a grey colour within the range 
between black and white displayed by a 
graphics adapter 

achromatic separations 
/etkroumetik ,sepa'rerf(a)nz/ plural 
noun colour separations on a scanner by 
using the very minimum of primary 
colours and adding black 

acid /'aesid/ noun a chemical compound 
containing hydrogen, which reacts with an 
alkali to form a salt and water and turns 
litmus paper red 

acid-free paper /;zsid fri: 'perpo/ 
noun paper that has had certain acid chem- 
icals removed, so that it will not become 
yellow and brittle with age 

acid process /'zsid ,prouses/ noun the 
process of making chemical paper pulp 
using acid 

a circle /'er ,s3:k(9)I/ noun the letter ‘a’ 
with a small circle over it (à), used in some 
Scandinavian languages. Also called a 
ring 

acknowledge /ak'nvlid3/ verb to 
inform the sender that a message or object 
has been received 

acknowledgement /sk'nvlid3mont/ 
noun an act of acknowledging something o 
She sent an acknowledgement of receipt. o 
They sent a letter of acknowledgement. 
acknowledgements lak 
'nplidamonts/ plural noun a piece of text 
printed at the beginning of a written docu- 


ment thanking people who have helped in 
its production 
COMMENT: The acknowledgements may 
also include references to institutions which 
have given permission to quote copyright 
material or to use copyright photographs. 
The acknowledgements are usually placed 
after the verso of the title page and before 
the preface; if short, they can be listed at the 
end of the preface itself. 
acoustic /o'ku:stik/ adjective relating to 
sound 
acquire /o'kwaro/ verb 1. to obtain or 
buy something o to acquire the paperback 
rights to a new novel 2. to gain a skill 
acquisition /,z:kwi'zrf(o)n/ noun 1. an 
object or item which is obtained, 
purchased or received as a donation to a 
library 2. the process of learning or 
obtaining a skill o The acquisition of a new 
language is a long process. 
acquisitions editor /,zkwr'zrf(o)nz 
,edito/, acquiring editor noun a person 
who builds up a list by buying books or 
rights to books from packagers or other 
publishers 
Acrobat /'ækrəubæt/ a trademark for a 
file format developed by Adobe Systems, 
which describes a graphics, text and 
indexing system that allows the same 
screen image or page layout file to be 
displayed on different hardware 
acronym /'zekronim/ noun a word made 
from the initial letters of other words, e.g. 


DIANE Direct Information Access 
Network Europe 
active vocabulary /ektiv vou 


'keebjulori/ noun the range of words that 
somebody normally uses in speech or 
writing, as opposed to words they under- 
stand when used by others 

actuals /'æktfuəlz/ plural noun real 
figures 

acute /o'kju:t/ adjective very sharp or 
clear 

acute accent /a,kju:t 'eksont/ noun a 
mark usually over the letter e (é)fto show 
how it should be pronounced 

ad /zd/ noun same as advertisement 
adapt /o'dzept/ verb to change a person or 
thing in order to make it suitable for a 
specific purpose o Has the play been 
adapted for the cinema? o She adapted the 
story for TV. 

adaptation /,edzp'terf(a)n/ noun a 
film or play based on a story or novel 
adapter /o'daepto/ noun 1. somebody 
who adapts a literary work to another 


ad banner 





format, e.g. a novel to a play 2. a device 
that allows two or more incompatible 
devices to be connected together 

ad banner /'æd ,bena/ noun same as 
banner ad 

ad click /'æd klik/ noun same as click- 
through 

add /æd/ verb 1. to put figures together to 
make a total o to add home and export 
sales 2. to put things together to make a 
large group o We are adding to the sales 
force. o They have added two new lists to 
their range of homecare titles. 

added entry /,edid 'entri/ noun a 
secondary entry in an index or catalogue 
addendum /o'dendom/ noun an addi- 
tional section at the end of a document 
giving extra information (NOTE: The plural 
is addenda.) 

addition /a'dif(a)n/ noun something 
extra to what is already there 

additional /s'drf(o)nol/ adjective extra 
or added o There is no room for any addi- 
tional text matter. o The agent has 
proposed additional clauses to the 
contract. o You pay extra for additional 
material. 

additive /'zeditiv/ adjective produced by 
adding 

additive colour mixing /ditiv 
kalo 'miksm/ noun the mixing of 
different colours to give the final colour 
that is wanted 

additive colours /‘zditiv _,kaloaz/, 
additive primary colours, additive 
primaries plural noun the primary colours 
red, green and blue, which when added 
together form white light, and are used to 
make all other colours. Compare subtrac- 
tive colours 

address /o'dres/ noun 1. details of 
where somebody lives or where their busi- 
ness premises are 2. a label, number or 
name which locates where information is 
stored m verb to deal with something o He 
addressed the problem. 

addressee /,zdre'si:/ noun the person 
to whom a letter, package or communica- 
tion is addressed 

addressing machine /o'dresty mo 
Jiin/ noun a machine which puts 
addresses on envelopes automatically 
address label /a'dres ‚lerb(ə)l/ noun a 
label with an address on it 

address list /o'dres list/ noun a list of 
names and addresses of people and compa- 


nies o We are continually updating our 
address list of clients in Europe. 


adhere /ad'hro/ verb to stick to some- 
thing 
adhesion /əd'hi:3(ə)n/ noun ability to 
stick 


adhesive /od'hi:siv/ noun a substance 
used to make things stick together m adjec- 
live relating to something that sticks o The 
posters are stuck to the back of the stand 
with adhesive tape. o The display boards 
have adhesive backing. 


adhesive binding /ad,hi:stv 'barndr/ 
noun 1. a type of binding where the folds 
of the signatures are trimmed, and not 
sewn, the cover being glued to the cut 
pages. Also called perfect binding 2. 
same as thermoplastic binding 


adhesive lettering /ad,hi:siv "letori/ 
noun letters with an adhesive backing, 
used to make display paste-ups 


adjust /o'da4st/ verb to change some- 
thing to fit new conditions o fo adjust 
prices to take account of inflation o The 
text will be adjusted at page make-up 
stage. o The pages have been adjusted to 
allow for the extra material which the 
author has sent in. m noun a feature which 
automatically changes the right-hand 
margin when new text is inserted 


adjustment /o'da^stmont/ noun a 
slight change o to make an adjustment to 
the page layout o Some adjustment of 
prices is needed to take account of rising 
paper costs. 


adman /'ædmæn/ noun a man who 
works in advertising (informal) o The 
admen are using balloons as promotional 
material. 


admin /'ædmın/ noun (informal) 1. 
administrative work in an office, especially 
paperwork o There is too much admin in 
this job. o The admin people have sent the 
report back. 2. the administration staff in a 
company o Admin say they need the report 
immediately. 

administer /od'ministo/ verb to be 
responsible for managing a company, insti- 
tution or country 

administered price /od'ministod 
prais/ noun US a price fixed by a manufac- 
turer which cannot be varied by a retailer 
administration — /od,minr'strerf(o)n/ 
noun 1. a group of people who are respon- 
sible for the management of a company, 


advertise 





institution or country 2. the range of activ- 
ities connected with management 
administrative /od'ministrotrv/ adjec- 
tive referring to administration 

Adobe /o'doobi/ a trade name for a 
leading producer of graphics and desktop 
publishing software 

Adobe Illustrator /a,doubi 'ilostrerto/ 
a trade name for a vector image and editing 
software, or a drawing program 

Adobe InDesign /»,doobi 'indizain/ a 
trade name for a design and page layout 
software 

Adobe Pagemaker /o,doubi 
'perdzmerkə/ a trade name for a design 
and page layout software, an older form of 
Adobe InDesign 

Adobe Photoshop /o,doobi 
'footoofpp/ a trade name for a raster 
image creation, editing and format transla- 
tion software 

Adobe Type Manager /o,doobi tarp 
'mænıd3ə/ a trade name for a group of 
software technology programs used for 
describing scalable fonts. It is most 
commonly used to provide fonts that can 
be scaled to almost any point size, and 
printed on almost any printer. Abbr ATM 
adopt /o'dppt/ verb to accept ideas, plans 
or attitudes and be willing to carry them 
out 

adoption /a'dvpfan/ noun agreement 
that a textbook will be used in state schools 
o The company is hoping for an adoption 
in Texas. 

ADS abbreviation advertisement delivery 
system 

Adshel /‘zedfel/ a trade name for a poster 
site for advertisements in a bus shelter 
adult /‘zedalt/ noun a person who is older 
than a child or over 18 years of age o the 
adult paperback market o They have 
started a new list of adult nonfiction titles. 
adult education /zdalt ,edju 
'kerf(o)n/ noun courses designed espe- 
cially for adults outside the formal system 
of schooling 

adult literacy programme /,zdalt 
']it(o)rosi ,prougraem/ noun a programme 
to teach adults to read and write 

ad valorem duty /,ed vo':rom 
,dju:ti/ noun duty calculated on the sales 
value of goods 

advance /ad'va:ns/ noun 1. money paid 
as a loan or as a part of a payment to be 
made later o to pay an author an advance 


of £1,000 against a royalty of 10 per cent 
2. money paid by a publisher to an author 
before a book is published which will be 
covered by future royalties o The paper- 
back houses pay advances of over $50,000 
to established authors. 3. n in advance 
early or beforemething happens o freight 
payable in advance o price fixed in 
advance m verb 1. to lend something o The 
bank advanced him £100,000 against the 
security of his house. 2. to make something 
happen earlier o The publication date has 
been advanced to May 10th. o The meeting 
with the German distributors has been 
advanced from 11.00 to 09.30. 
COMMENT: A publishing contract often 
allows an author an advance payment 
against future royalties; the author will not 
receive any further royalties until the 
amount paid in advance has been earned 
by sales of the book. Most advances on 
royalties are considered to be non- 
returnable (i.e., the publisher cannot ask for 
his money back if the book does not sell). 
Some publishers may have reason to ask 
for an advance back, especially if the author 
produces a MS which is not of publishable 
quality. 
advance blurb /ad,va:ns 'bla:b/ noun 
a quote or review which is prepared before 
a book or film is released and is used to 
publicise it 
advance copies /od,va:ns 'kppi:z/ 
plural noun copies of a book or of printed 
sheets, sent by the printer direct to the 
publisher’s office, before the bulk stock is 
sent to the warehouse o The marketing 
department needs twenty advance copies 
for the exhibition. Also called advances, 
advance sheets 
advance information sheet /od 
vains ,Infa'merf(a)n ,firt/ noun full 
form of Al 
advances /əd'va:nsız/ plural noun same 
as advance copies 
advance selling /od,va:ns 'selrm/ 
noun the selling of a book by a bookseller 
before the official publication date set by 
the publisher 
advance sheets /ad,va:ns 'fi:ts/ plural 
noun same as advance copies 
adverse /'zedv3:s/ adjective bad or not 
helpful o Adverse publicity about the 
author did not help the sales of the book. a 
adverse trading conditions bad condi- 
tions for trade 
advertise /'zedvotarz/ verb to announce 
that something is for sale, that a job is 
vacant or that a service is offered o to 
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advertise a vacancy in the production 
department o The author has phoned to 
ask what we are doing to advertise his new 
title. 

advertisement /od'va:tismont/ noun a 
notice giving information that something is 
for sale, that a job or service is being 
offered or that somebody wants something 
o to put an advertisement in the paper 
advertisement delivery system /od 
,V3:tismont. dr'liv(o)ri ,sistom/ noun a 
digital file format used in the transmission 
of mono and colour images. Abbr ADS 
advertisement manager /əd 
'vaitismont ,manid3o/ noun the 
manager in charge of the advertisement 
section of a newspaper 


advertisement page /od'va:tismont 
peid3/ noun a page facing the title page of 
a book, which may have a list of other 
works in the same series or by the same 
author 

advertisement panel /ad'va:tismont 
,pan(o)l/ noun a specially-designed large 
advertising space in a newspaper 
advertiser /'zedvotaizo/ noun a person 
or company that advertises things o The 
advertisers will complain if circulation 
drops. 

advertising /'zedvotarzim/ noun the act 
of telling people about products or events 
in order to make them want to buy them or 
take part 

advertising agency /‘edvotaizin 
,eldzonsi/ noun a company that plans, 
designs and manages advertising for other 
companies 

advertising budget /'ædvətarzıņ 
bAdsit/ noun money planned for 
spending on advertising 

advertising campaign /‘edvotaizin 
kam,pein/ noun same as publicity 
campaign 

advertising copy /'aedvotaizi ,kopi/ 
noun text written for an advertisement 
advertising manager /'ædvətarzıņ 
maenidso/ noun the manager in charge of 
advertising a company's products 
advertising medium /'ædvətarzıņ 
,mi:xdiəm/ noun a type of advertisement 
such as a TV commercial 

advertising rates /‘edvoataizin reits/ 
plural noun the amount of money charged 
for advertising space in a newspaper or 
advertising time on TV 


advertising space /'ædvətarzıņ 
spels/ noun space in a newspaper set aside 
for advertisements 


advertorial /,zedv3:'to:rial/ noun text in 
a magazine which is not written by the 
editorial staff but by an advertiser 


advice /ad'vats/ noun an opinion as to 
what action to take o to take legal advice 
to ask a lawyer to say what should be done 
o The advice of the libel lawyer was to go 
ahead and publish. o We took the 
accountant's advice and sent the docu- 
ments to the police. 

advice note /ad'vais nout/ noun a 
written notice to a customer giving details 
of goods ordered and shipped but not yet 
delivered 


advise /ad'vaiz/ verb 1. to tell somebody 
about something o We are advised that the 
shipment will arrive next week. o He was 
advised that some of the material in the 
book could be libellous. 2. to suggest to 
somebody what should be done o The 
accountant advised us to send the docu- 
ments to the police. 

advise against /ad,varz o'genst/ verb 
to suggest that something should not be 
done o The lawyers advised against 
publishing the MP’s memoirs. 

adviser /od'vaizo/, advisor noun a 
person who suggests what should be done 
o He is consulting the company’s legal 
adviser. 

advisory /od'vaiz(o)ri/ adjective as an 
adviser o He is acting in an advisory 
capacity. 

advisory board /əd'varz(ə)ri ,bo:d/ 
noun à group of advisors 

A format paperback /e: fo:met 
‘perpabeek/ noun a paperback with the 
format 178 x 111mm 

afterword /'a:ftows:d/ noun a short 
piece of text placed at the end of a book 
sometimes used for a note about the author, 
especially if the author has died since the 
first printing of the book 

against the grain /o,genst da 'grein/ 
adjective feeding paper into a printing 
press and printing on it across the grain of 
the paper 

agate /'zgot/ noun a former type size 
equal to five and a half points, still used in 
the USA 

agate line /'egot lam/ noun US a 
measure of page space, e.g. in classified 


align 





advertising, one column wide and 1.8 mm 
deep 

aged debtor report /,e1d3d ‘deta ri 
po:t/ noun a computer report listing 
debtors, showing the length of time their 
payments are overdue 

agency /'eidaonsi/ noun 1. the job of 
representing another company in an area, 
or an office that does this job o They signed 
an agency agreement. 2. an office or busi- 
ness that arranges things for other compa- 
nies 

agent /'eid3ont/ noun somebody who 
arranges work or business for other people 
for a fee 


agents commission /,e1dzants ko 
'mif(e)D noun money, usually a 
percentage of sales, paid to an agent 
aggregator /'zegrigerto/ noun a piece of 
software which receives information from 
different sources and displays it on a 
desktop 


AGM 
Meeting 
agreed price /o,gri:d 'prars/ noun a 
price that has been accepted by both the 
buyer and seller 


agreement /s'gri:mont/ noun a formal 
document stating what two or more people 
have decided together 

agree with /o'gri: w10/ verb 1. to say 
that your opinions are the same as some- 
body else's o I agree with the chairman 
about the need to boost sales. 2. to be the 
same as o The auditors’ figures do not 
agree with those produced by the the 
accounts department. o The figures for 
sales by title do not agree with reps' sales 
by area. 


Al /,ei 'ai/ noun a document that is put 
together by a publishing company to 
provide sales and marketing information 
about a book before publication. Full form 
advance information sheet 


Al? abbreviation artificial intelligence 


air /eo/ noun 1. the white space on a 
printed page o We need to give the text 
some more air. 2. a method of travelling or 
sending goods using aircraft o to send a 
shipment by air 

airbrush /'eə,braf/ noun a machine that 
uses compressed air to spray ink or paint o 
He uses an airbrush to create soft back- 
ground effects. m verb to paint using an 
airbrush 


abbreviation Annual General 


air cargo /'eo ,ka:gau/ noun goods sent 
by air 

air-dried paper /,eo draid 'perpo/ noun 
good-quality paper made and dried slowly 
in air, instead of being passed over heated 
rollers 

air forwarding /'eo ,f9:wadin/ noun the 
act of arranging for goods to be shipped by 
air 

air freight /'eo freit/ noun a method of 
shipping goods in an aircraft 

airfreight /'eofreit/ verb to send goods 
by air o to airfreight a consignment to 
Mexico o We airfreighted the shipment 
because our agent ran out of stock. 

air freight charges /eo freit 
itfard3iz/, air freight rates /'eo freit 
Ceits/ plural noun money charged for 
sending goods by air 

air letter /'eo ,leto/ noun a special sheet 
of thin blue paper which when folded can 
be sent by airmail without an envelope 
airmail /‘eomerl/ noun a system of trans- 
porting letters and packages by air m verb 
to send letters or parcels by air o to airmail 
a document to New York 

airport edition /'eopo:t r,drf(o)n/ noun 
a large-format paperback version of a new 
book, which may be available to buy in an 
airport shop several weeks before its offi- 
cial publication date 

airport fiction /'eopo:t ,fikf(o)n/ noun 
a type of fiction which sells well at 
airports, generally because does not deal 
with serious subjects and is therefore easy 
to read on a plane journey or on holiday 
airtight /eotart/ adjective not allowing 
air to get in o The goods are packed in 
airtight containers. 

ALA abbreviation American Library 
Association 

Albion press /'elbion pres/ noun a 
make of solid old hand press, made of cast 
iron, still used for printing lithographs and 
other fine art printing work 

album /'elbom/ noun a collection in 
book form of short literary or musical 
pieces or pictures 

album paper /'elbom ,perpo/ noun 
thick paper with an antique finish, used for 
making the pages of photograph albums 
aliasing /'eiliosiy/ noun jagged edges on 
a curved line in an image that appear when 
it is enlarged 

align /o'lain/ verb to place two objects 
side by side in a line 


aligning edge 





aligning edge /ə'laınıy ed3/ noun the 
edge of an optical character recognition 
system used to position a document 
alignment  /s'laramont/ noun the 
ordering of lines of type relative to a 
margin or line n in alignment correctly 
aligned 

all caps /,»:l 'kzps/ adjective of text, set 
entirely in uppercase letters 

all expenses paid /,o:1 rk'spensiz 
,perd/ adjective with all costs paid by the 
company o an all expenses paid trip to a 
conference in San Francisco 

alley /'zli/ noun a white space between 
two columns of text 

all-in /,o:1 '1n/ adjective including every- 
thing 

all in hand /,5:l 1n 'hznd/ adjective 
relating to a typesetting job which is with 
the compositors 

all-in price /,»:l ın 'prars/, all-in rate 
/,o:1 mm 'reit/ noun the price of something 
which covers all items in the purchase such 
as goods, delivery, tax and insurance 

all rights reserved /,o:1 ,raits ri 
'za1vd/ phrase printed on books and docu- 
ments to show that they are subject to 
copyright 

all up /,»:l 'Ap/ adjective relating to a 
typesetting job where the compositors 
have finished setting the copy 

alphabet /‘zlfabet/ noun a set of letters 
or symbols in a fixed order used for writing 
the words of a language 

alphabetical /,zlfo'betrk(o)l/ adjective 
in the same order as the letters of the 
alphabet 

alphabetical index /zlfobetik(o)l 
'indeks/ noun an index where the items 
are listed in the order of the letters of the 
alphabet 

alphabetically /,lfo'betrkli/ adverb in 
alphabetical order o The files are arranged 
alphabetically under the customer's name. 
alphabetical order /,ælfəbetık(ə)l 
'o1do/ noun arrangement according to the 
usual order of letters in an alphabet o The 
authors’ names are given in alphabetical 
order. 

alphabetic character set /,zlfobetrk 
'kaerikto ,set/ noun characters, both capi- 
tals and small letters, that make up the 
alphabet 

alphabetic shift /,elfabetik 'fıft/ 
noun the shift key which activates the 
letters on an alphanumeric pad 


alphabetise /'zlfobetarz/, alphabetize 
verb to sort into alphabetical order 
alphabet length /‘zlfabet le50/ noun 
the space taken by the 26 lower case letters 
of the alphabet in a particular typeface, 
measured in points 
alphamosaic /,zlfomou'zeuk/ adjec- 
live a very basic character set used in low- 
resolution graphics display mediums such 
as teletext 
alphanumeric characters 
/&lfonjomerik "'kariktoz/, alphanu- 
merics /,zlfonju'meriks/ plural noun 
letters and Arabic numerals, and other 
signs such as punctuation marks. Also 
called alphanumeric set 
alphanumeric data /,lfonjomertk 
'deito/ noun data shown by the letters of 
the alphabet and the Arabic numerals 
alphanumeric display 
/,&elfonjumerik di'splei noun a display 
device able to show characters as well as 
numbers 
alphanumeric keyboard 
/s&lfonjuomerik — 'ki:bo:d/ noun a 
keyboard containing character keys as well 
as numerical keys 
alphanumeric set /;lfonjo'merrk 
set/ noun same as alphanumeric charac- 
ters 
alphaphotographic /,elfofoutou 
'graefik/ adjective representing pictures 
using predefined characters, for teletext 
services 
alpha pulp /'ælfə palp/ noun wood pulp 
with almost all the cellulose removed 
alphasort /,zlfa'so:t/ verb to sort data 
into alphabetical order 
alter /'o:ltə/ verb to change 
alteration /,o:lta'rerf(a)n/ noun a 
change which is made o He made some 
alterations to the print specifications. o 
The agreement was signed without any 
alterations. o The proofs were passed for 
press with no alterations. 
COMMENT: An alteration is a change made 
by the author or publisher to a proof, where 
there is no error on the part of the printer. 
Changes to correct errors made by the 
printer are called ‘corrections’. 
alternate selection /»:tas:not sı 
'lekfon/ noun a book which is the second 
choice offered to book club members 
ALT tag /'o:lt tæg/ noun a piece of text 
attached to an image on a webpage, which 
is displayed when graphics are unavailable 
or have been turned off 


aniline dye 





Amazon /'zemozon/ a trade name for a 
leading online seller of books, CDs DVDs 
and other products 


ambient media /,;mbiont 'mi:dio/ 
noun advertising media outdoors, e.g. 
posters, advertisements on the sides of 
buses, etc. 


amend /o'mend/ verb to change some- 
thing written or said 


amendment /o'mendmont/ noun some- 
thing that is added to a written or verbal 
statement in order to change it 


American /o'merrkon/ adjective refer- 
ring to the United States of America o She 
is asking for American paperback rights. o 
The American edition is not for sale in 
Europe. 


American Booksellers' Associa- 
tion /o,merrkon 'bukseloz o 
,Seusierf(o)n/ noun an organisation repre- 
senting American booksellers, which 
sponsors an annual convention at which 
publishing companies have stands showing 
their new titles. Abbr ABA (NOTE: The 
book fair sponsored by the ABA, and 
formerly also called ‘the ABA’, has 
changed its name to BookExpo America.) 


American groove /o'merikon gru:v/ 
noun a joint in binding, where space is left 
between the board and the spine to allow 
the book to open flat. Also called French 
groove 


Americanisation /3,mertkonat 
'zerf(o)n/, Americanization noun 
changing the spelling and style of a book 
written in English from British to Amer- 
ican English (NOTE: The reverse process is 
Briticisation.) 


Americanise /o'merrkonarz/, Ameri- 
canize verb to change the spelling and 
style of a book written in English from 
British to American. » British traditional 
market 


COMMENT: American rights are the 
permission given by a publisher from 
outside the USA to an American publisher 
to publish an American edition of a work; 
this usually includes the right to publish the 
book in Canada. In the case of works first 
published in Great Britain, the rights will 
cover the Americanisation of the spelling 
and syntax. It is sometimes not easy for a 
British publisher to limit the market for an 
American edition to the USA alone, or to 
prevent the edition from being sold in 
markets outside the UK where American 
publishing companies have a strong 
marketing presence, such as Australia. 


American Library Association /ə 
merrkon 'larbrəri o,soosierf(o)n/ noun 
the oldest and largest library association in 
the world for the support of qualified 
librarians and information workers. Abbr 
ALA 

American Publishers Association 
/o,merikon 'pablifaz o,soosierJ(o)n/ 
noun an organisation that represents Amer- 
ican publishers. Abbr APA 

American Sign Language /ə 
merikon 'sam ,lengwid3/ noun a 
system of communication used by people 
with impaired hearing that uses motions or 
gestures of the hands. Abbr ASL 
American Standard Code for Infor- 
mation Interchange  /o,merrkon 
Standod  koud fər ,infomerf(s)n 
'intetfemndz/ noun a computer code 
which represents alphanumeric characters 
as binary code. Abbr ASCII 
ampersand /'æmpəsænd/ 
symbol (&) meaning ‘and’ 
analogue proof /'æn(ə)log pru:f/ noun 
a proof which very closely approximates 
the actual appearance and finish of the 
printed page 

analyse /'enolaiz/ verb to examine a 
situation in detail in order to understand it 
better 

analysis /a'nzlasis/ noun the process of 
examining something in detail 

analyst /‘znolist/ noun a person who 
analyses data 

ancestral file /zen,sestrol 'farl/ noun a 
system of backing up computer files, from 
son to father to grandfather file, where the 
son is the current working file 
anecdotal /,nik'dout(o)/ adjective 
consisting of or based on second-hand 
accounts rather than first-hand knowledge 
or scientific investigation 

angle /'æņgəl/ noun a corner where two 
sides join 

angle bars /'æņgəl ba:z/ plural noun 
metal rods on a rotary press which turn the 
web of paper so that it is running in a 
different direction. Also called turner bars 
angle brackets /'æņgəl ,brækıts/ 
plural noun signs ([ and ]) used in mathe- 
matical setting 

angle cutter /'&eggol ,kAto/ noun a 
machine for cutting paper from a reel 
aniline dye /‘znilam dat/ noun 
synthetic dye made from a benzene base 


noun a 
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aniline foil /znilaimn forl/ noun a foil 
used in blocking covers, which contains 
aniline dyes 

aniline ink /'zenilam 1nk/ noun a type of 
quick-drying ink 

anilo roller /zn:ioo ,roolo/ noun a 
roller used in flexography to apply aniline 
ink 

animal tub-sized /,en1mm(o)l sarzd 
'perpo/ adjective referring to paper which 
has been treated by passing it through a 
bath of gelatine. Abbr ATS 

ann. abbreviation annals 

annal /'n(o)/ noun a periodical that 
records events and reports in a field of 
research 

annals /'zn(o)Iz/ plural noun history in 
general, as it is recorded in books and other 
documents 

annexe noun /'zeneks/ 1. an appendix, 
epilogue or other additional material 
attached to a larger document 2. US a 
supplement to a specialised book m verb /o 
'neks/ to attach something such as a docu- 
ment 

annotate /'znoteit/ verb to add notes to 
something written in order to explain it 
more fully 

annotated bibliography / znoteitid 
bibli'pgrefi/ noun a bibliography with 
notes 

annotated text /,enotertid 'tekst/ 
noun text with notes written by an editor 
annotation /,zno'terf(9)n/ noun a note 
written to explain items in a text 
announce /s'nauns/ verb to tell some- 
thing to the public o The publishing house 
has announced its titles for the Spring list. 
o The results of the literary prize will be 
announced next week. 

announcement /o'naonsmont/ noun 
the act of telling something to the public o 
The company delayed the announcement of 
its spring publishing programme. 

annual /'znjuol/ adjective 1. happening 
once a year 2. coming out once a year m 
noun à book that is published and updated 
once a year 

annual accounts /,znjuol o'kaunts/ 
plural noun accounts prepared at the end of 
a financial year 

Annual General Meeting /,2njuol 
,daen(o)rol 'mi:trg/ noun a meeting of all 
the shareholders, when the company's 
financial situation is discussed with the 
directors. Abbr AGM 


annually /'znjuoli/ adverb each year o 
Our prices are raised annually on March 
Ist. 
annual report /,zenjuol ri'po:t/ noun a 
report of a company's financial situation at 
the end of a year, sent to all the share- 
holders 
anodised plate /,enodarzd 'plett/ 
noun a plate used in offset printing, which 
is specially coated to prevent wear 
anon /o'npn/ abbreviation anonymous 
anonym /'zenonrm/ noun a publication 
whose author is unnamed or unknown 
anonymous /s'nvnimos/ adjective of 
unknown name or authorship 
answer /'a:nso/ noun a reply or letter 
written following an order; publishers' 
answers are usually computerised, and take 
the form of recognised abbreviations, such 
as RP/ND or OP 
antedate /,enti'deit/ verb to put an 
earlier date on a document o The invoice 
was antedated to January Ist. 
anthologise /zn'@vlod3aiz/, antholo- 
gize verb 1. to gather works from different 
writers, musicians or artists into a collec- 
tion 2. to compile or publish an anthology 
anthology /aen'0pblodsi/ noun a book 
that consists of essays, stories or poems by 
different writers 
anthology piece /zen'Oplodsi pi:s/ 
noun a poem or passage which appears 
frequently in anthologies 
anti-aliasing /,zenti 'erliosr/ noun the 
process of reducing the effects of jagged 
edges in graphics by using shades of grey 
to blend in along edges. Also called dejag- 
ging 
anti-dumping /,enti 'dampry/ adjec- 
tive protecting a country against dumping o 
anti-dumping legislation 
anti-halation backing /,enti ho 
'lerf(o)n ,bakip/ noun backing to a film 
which prevents caused by reflection from 
the emulsion causing a halo effect on the 
image 
antimony /‘entrmoni/ noun a metal 
which forms part of the alloy used in metal 
type 
yos The other metals in the alloy are 
lead and tin. Antimony is added to make the 
alloy harder, and better able to make very 
thin lines. 
Antiqua /en'titkwo/ noun a German 
name for roman typeface 
antiquarian /,zenti'kweorion/ adjective 
relating to or dealing with antiques or 
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antiquities, especially rare and old books. 
Abbr antiq. m noun a very large size of 
handmade paper 

antiquarian bookseller /æntı 
ikweorion ,bok'selo/ noun a bookseller 
who specialises in expensive old books 
antique face /zn'ti:k fers/ noun one of 
a range of old-style typefaces 

antique finish /zn'ti:k ,fimnrf/ noun 
paper with a rough surface which looks as 
if it is handmade, or any bulky rough- 
finished paper 

antique laid paper /en,i:k 'lerd 
,perpo/ noun fine paper which imitates old 
handmade paper, with watermarks in the 
form of fine straight lines across the paper 
and thick lines along the grain. Also called 
laid paper 

anti-setoff /,enti 'setpf/ adjective 
preventing the ink of one page staining the 
facing page 

anti-setoff paper /,nti 'setof ,perpo/ 
noun thin transparent paper put between 
the pages of an expensive illustrated book 
anti-setoff spray /,znti 'setof ,sprei/ 
noun fine powder used on a press to 
prevent set-off between sheets 

anycast /'enika:st/ noun an act of 
sending data across a computer network 
from a single user to the nearest receiver 
AP abbreviation PUBL Associated Press 
a.p. abbreviation PUBL author's proof 
aperture /'zpotfo/ noun a partially- 
enclosed rounded white space in a letter 
such as ‘c’ or ‘S’ 

apex /'erpeks/ nounthe top part of a char- 
acter such as a capital ‘A’, where the 
strokes meet 

apostrophe /s'ppstrafi/ noun a punctu- 
ation mark which indicates either contrac- 
tion or possession 

app. abbreviation PUBL appendix 
apparent density /s,pzront 'densiti/ 
noun the weight of a particular volume of 
paper, calculated by dividing the basic 
weight by the thickness 

appeal /o'pi:l/ noun 1. the attractiveness 
of something which makes it popular o The 
illustrations have a lot to do with the 
book's continuing appeal. 2. a request for 
something to be reconsidered m verb to 
attract somebody o These titles should 
appeal to the under-25 market. o The idea 
of working in Australia for six months 
appealed to her. 


appear /o'pro/ verb 1. to be published o 
The book is advertised to appear in the 
spring. o The second volume will appear 
shortly. 2. to seem o The company 
appeared to be doing well. 

appearing size /o'prorm saiz/ noun 
the size of a printed character on the page, 
not the same as body size (NOTE: The 
maximum appearing size of a face is the 
distance between the ascender and 
descender lines. The body size is indicated 
by points, and the appearing size may be 
several points smaller.) 

append /o'pend/ verb to add extra infor- 
mation to something, especially to a docu- 
ment 


appendix /o'pendiks/ noun a section at 
the end of a document giving extra infor- 
mation (NOTE: The plural is appendices /ə 
'pendisi:z/ .) 
COMMENT: Appendices are always printed 
at the back of a book, always starting on a 
right-hand page. They must be laid out in a 
way which shows clearly that they are not 
part of the main text. 
Apple Mac /'zp(ol mzk/, Apple 
Macintosh computer a trade name for a 
range of personal computers developed by 
Apple Inc. that has a graphical user inter- 
face. 


applet /‘zplot/ noun a small application 
program on the Internet designed to 
enhance the functionality of a webpage 
application form  /;zpli'kerf(o)n 
,o:m/ noun a standardised form to be 
filled in when applying for something 


approval /s'pru:v(o)l/ noun agreement o 
All jackets must be submitted to the 
author's agent for approval. 

approval copy /o'pru:v(o)l ,kopi/ noun 
an inspection copy of a book sent to a 
teacher which may be kept without 
payment if a class set of the book is 
ordered for the students 


approve /o'pru:v/ verb to agree to o to 
approve the terms of a contract 


apron /'erpron/ noun 1. in paper making, 
a strip of rubber at the end of a flow box to 
close the gap beneath the wire mesh 2. US 
an extra wide margin on a page which has 
a fold-out 


APR plate /,ei pi: 'a: ,pleit/ noun a 
printing plate made from photopolymer 
resin, used in flexography and rotary letter- 
press. Full form Asahi Photopolymer 
Resin plate 


aquatint 





aquatint /'aekwotint/ noun 1. a printing 
process using a copper plate, which is 
etched to produce halftones 2. a print made 
in this way 


AR abbreviation aspect ratio 


Arabic numerals /,aerobik 
'njummorol/, Arabic numbers /,zrabik 
'namboz/ Arabic figures  /,2robik 
'figez/ plural noun normal numbers (such 
as l, 2, 3, etc.) as opposed to Roman 
numerals (I, II, IIL IV, etc.) o The page 
numbers are written in Arabic figures. 


archetype /‘a:kitarp/ noun a document 
or book that illustrates the styles of a 
particular time and subject 


architecture /'a:kitektfo/ noun the 
planning and design of buildings or 
systems 

archival paper /a:karv(o)l ,perpo/ 
noun special acid-free paper used for 
important documents such as wills, which 
may have to be kept for a very long time 


archive /'a:karv/ noun 1. a public record, 
document or photograph of historical 
interest kept in an official repository 2. a 
collection of documents and records 
relating to the history of an organisation m 
verb to put data in storage 


archived copy /,a:karvd 'kppi/ noun a 
copy of something such as a computer file 
or a book kept in storage 


archive file /a:karv fail/ noun a file 
containing data which is out of date, but 
which is kept for future reference 


archives /'a:karvz/ plural noun docu- 
ments relating to an organisation, person or 
company, kept for many years o The 
company's archives contain documents 
referring to the founders of the company in 
the 18th century. 


area /'eorio/ noun a space in a building 
such as a library, designated for a particular 
purpose, e.g. a reference area 


area composition l'eorio 
,kompeziJ(o)n/ noun the composition of 
pages so that as many elements as possible 
are in place to reduce or eliminate page 
make-up 

area fill /eorio fil/ noun a graphics 
instruction to fill an area of the screen or an 
enclosed pattern with a colour or pattern 


area graph /'eorio gra:f/ noun a line 
graph in which the area below the line is 
filled with a pattern or colour 


area layout /'eorio |eraout/ noun a 
layout of the printing area of a page, made 
up during area make-up 

area manager /,eorio 'mznid3a/ noun 
a manager who is responsible for a part of 
the country 

a ring /'er ri/ noun same as a circle 
arm /a:m/ noun a horizontal stroke on a 
character which is unconnected to another 
stroke at one end, such as the middle bar in 
P 

arrow /'ærəu/ noun a printing sign which 
points in a particular direction 


arrowhead /'ærəuhed/ noun a printed 
sign which is usually used to show a cross- 
reference 


art /a:t/ noun creative work such as 
painting, drawing, music or sculpture 


art board /'a:t bo:d/ noun shiny wood- 
free coated card used for colour covers 


art book /'a:t buk/ noun a book with 
illustrations, dealing with a painter, 
sculptor, style of design or other art topic 


art department /a:t dr,pa:tmont/ 
noun the section of a publishing company 
that deals with illustrations or book jackets 


article /a:trk(o)l/ noun 1. a piece of 
writing in a newspaper or magazine 2. a 
message sent to an electronic newsgroup 


articles of association /,a:trk(a)lz 
ov o,sousi'erf(o)n/, articles of incorpo- 
ration /,a:tik(o)lz ov rin,ko:po'rerf(o)n/ 
plural noun a document that regulates the 
way in which a company's affairs are 
managed o This procedure is not allowed 
under the articles of association of the 
company. 

articles of partnership /,a:trk(o)lz 
ov 'partnoftp/ plural noun a document 
that sets up the legal conditions of a part- 
nership 

artificial intelligence /,a:trf1f(o)l in 
'telidzons/ noun the design and develop- 
ment of computers which attempt to 
imitate some human characteristics. Abbr 
Al 

artist /'a:tist/ noun a person who creates 
artwork for use in a book 

art paper /'a:t ,perpo/ noun shiny paper, 
coated on one or both sides with china clay 
and size, used for illustrations, especially 
halftones 

art publisher /a:t ,pAblrfo/ noun a 
publisher who specialises in art books 


asterisk 





artwork /a:tws:k/ noun drawings, 
photographs and text prepared for inclu- 
sion in a book or advertisement. Abbr a/w 
Asahi Photopolymer Resin plate 
full form of APR plate 
ascender /o'sendo/ noun 1. the part of a 
lower case letter such as h, d or b that 
projects above the body of the letter 2. a 
lower case letter with an ascender 
ascender line /o'sendo laimn/ noun a 
line marking the top of the ascenders in a 
row of type, slightly higher than the cap 
line 
ascending letter /a'sendry ,leta/ noun 
a letter that has an ascender, such as ‘b’, ‘d’ 
or T 
ASCII /'æski/ abbreviation American 
Standard Code for Information Inter- 
change 
ASCII character /'zski ,kzertkta/ noun 
a character which is in the ASCH list of 
codes 
ASCII file /'zeski farl/ noun a stored file 
containing only ASCII coded character 
data o Make an ASCII file of the document 
for clients who use different word- 
processing software. 
ASCII keyboard /,zski 'ki:bo:d/ noun 
a keyboard which gives all the ASCII char- 
acters 
A series /'er ,srori:z/, A sizes plural 
noun ISO recommended international 
standard sizes of paper, also used for sizes 
of computer screen. » B series, C series 
COMMENT: A sizes of paper are based on 
the largest size (A0), which is 1189 x 
841mm; folded once, this gives A1 (841 x 
594mm), which if folded once gives A2 (594 
x 420mm), and so on. 
aspect ratio /‘espekt ,rerfioo/ noun 
the ratio of the width to the height of an 
illustration, used especially in computer 
graphics. Abbr AR 
ASPIC /'zspik/ noun a set of codes 
adopted by the BPIF as standard for 
marking up text. Full form author's 
standard pre-press interfacing code 
assemble /a'semb(a)I/ verb 1. to bring 
the parts of a collection together 2. to fit the 
parts of something together to make it 
whole 
assembly /a'sembli/ noun the process or 
result of putting together the various parts 
of an item o They put in an estimate for the 
assembly of the learning kits. o The editor 
wants to check the page assembly of the 
film positives. 


asset value /'eset ,velju:/ noun the 
value of a company calculated by adding 
together all its assets 


assign /o'sarn/ verb to allocate a task to 
a person or send somebody to work in a 
particular place 


COMMENT: If an author assigns the 
copyright in his work to someone else, 
usually for a fee, this means that he no 
longer has any interest in the work. In some 
cases (such as where the book sells badly) 
this is a better deal for the author than a 
normal publishing agreement, where the 
author licenses a publisher to publish his 
work against payment of a royalty. The 
outright purchase of a copyright was 
common until the 20th century, and is still 
practised by some publishers. 

assignee /,zsar'ni:/ noun a person who 

receives something that has been assigned 


assignment /o'sammont/ noun a task 
often given as part of a programme of 
study 


assignor /,zesat'no:/ noun a person who 
assigns a right to somebody 


assist /o'sist/ verb to help somebody, 
e.g. by giving them information 


assistant /o'sist(o)nt/ noun somebody 
who is employed to help another in their 
work 


assistant editor /o,sist(o)nt 'edrto/ 
noun a deputy who can replace an editor 
when he or she is away 


associate /o'sousiot/ noun somebody 
you work with 


associate director /o,sousiot dai 
'rekto/ noun a director who attends board 
meetings, but has not been elected by the 
shareholders 


association /o,sousi'erf(o)n/ noun a 
group of people or of companies with the 
same interest o a book trade association o 
a printers’ association 

association copy /o,sousi'erf(o)n 
,kopi/ noun a copy of a book which has a 
connection with the author, e.g. a copy 
given by the author to a friend or the 
author's own copy with his or her notes in 
it 

assortment /5's»:tmont/ noun a mixed 
lot of bargain books, with books on various 
subjects often all sold at the same price 
asterisk /‘zstorisk/ noun a symbol in 
the form of a star (*) used to mark things to 
be noted m verb to mark something with an 
asterisk or a star-shaped symbol, especially 
to draw attention to it 


asterisked 





asterisked /'zst(o)riskt/ adjective with 
an asterisk attached o The asterisked titles 
are also available in hardback. 

asterism — /sts:riz(o)m/ noun a 
triangle formed of three asterisks which 
calls the reader's attention to a following 
passage 

as to press /,oz to 'pres/ adjective 
referring to proofs of a colour magazine 
which show the correct position of the 
colour work 

asymmetric typography 
/&simmetrik tar'ppgrofi/ noun a typo- 
graphic style which achieves strength and 
liveliness by ranging left or right and 
avoiding centred lines 

asymmetry /z'simotri/ noun a lack of 
symmetry or lack of balance between two 
parts 

asynchronous /ei'sipkronos/ adjec- 
tive not needing to be synchronised 
asynchronous transfer mode /e: 
,Ipkrenes 'traensfa: ,mood/ noun a 
method for transferring data very quickly 
using broadband. Abbr ATM 

atlas /'zetlos/ noun a book of maps 

ATM abbreviation 1. Adobe Type 
Manager 2. asynchronous transfer mode 
ATS abbreviation animal tub-sized 
attendant /o'tendont/ noun somebody 
employed to serve or help members of the 
public in a public institution or place 
attribute /'atribju:t/ noun a single bit 
that defines whether the font has a partic- 
ular characteristic, e.g. whether it is 
displayed in normal, bold or underlined 
auction /'o:kfan/ noun the selling of 
rights in a book where publishers offer 
bids, and the book is sold to the person who 
makes the highest offer o The rights 
manager has announced that there will be 
an auction for the film rights. m verb to sell 
something at an auction o The paperback 
rights were auctioned for $500,000. o The 
copy of the Gutenberg Bible was auctioned 
for more than $10 million. 

audiovisual /,»:dioo 'vrsuol/ adjective 
1. relating to sound and vision, especially 
when combined, e.g. in a presentation 
using both film and sound recordings o 
audiovisual media 2. relating to hearing 
and seeing o an audiovisual experience 
Abbr AV 

audiovisual aid /,o:diauvizuel 'eid/ 
noun a teaching or lecture aid that 
combines sound and vision, e.g. in the 


form of video equipment, software 
programs or slides accompanied by sound 
recordings 

audiovisual materials /,o:disuvizuel 
meo'troriolz/ plural noun materials that can 
be listened to and looked at, such as CDs or 
slides with recorded speech 


audit /'o:dit/ verb to examine something 
officially to make sure it is correct m noun 
an examination of the books and accounts 
of a company o to carry out the annual 
audit 


auditing /'9:dit1/ noun the act of exam- 
ining the books and accounts of a company 


auditor /'o:dito/ noun a person who 
audits books and accounts o The AGM 
appoints the company's auditors. 


audit trail /‘o:dit treil/ noun 1. a record 
of all interactions with a system, kept to 
assess the level of use 2. a record showing 
what operations a computer or computer 
user has performed in a specific period of 
time 

Augustijn /»:'gastin/ noun a 12 point 
type unit used in the Netherlands, corre- 
sponding to the UK pica em 

authentic /5:'Gentrk/ adjective known to 
be real and not a copy 


authenticate /»:'Oentikert/ verb to say 
that something is true 

authenticity /:0en'tisiti/ noun the 
quality of being authentic 


author /'5:00/ noun somebody who 
writes books or articles m verb 1. to be the 
author of something o The book is 
authored by a college professor. 2. to create 
a multimedia presentation or application 
by combining text, video, sound and 
images using a programming language or 
special multimedia authoring system 
author biography /'s:89 bar, pgrofi/, 
author bio noun a short description of the 
author, including their previously 
published works, usually included with an 
AI 


authoring /'o:8ar1n/ noun the act of 
creating a multimedia application by 
combining sound, video and images, 
usually using a script or authoring software 
authorisation /,1:8orar'zerz f(o)n/, 
authorization noun permission or power 
to do something o Do you have authorisa- 
tion for this expenditure? o The bookshop 
cannot return copies without the 
publisher’s authorisation. 
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authorise /'o:0əra1z/, authorize verb to 
give official permission for something to 
be done 


authorised biography /,9:9oraizd 
bar'pgrofi/ noun a biography that has been 
written with the permission of the subject 
or, if the subject is dead, with the permis- 
sion of the relatives or the estate (NOTE: 
The opposite is an unauthorised biog- 
raphy.) 

authority /»:'Opriti/ noun an expert in 
the field 


author promotion tour /5:09 pro 
mou/(o)n ,too/ noun a tour made by an 
author to promote his or her book, e.g. 
appearing on local radio programmes and 
signing copies in bookshops 

author questionnaire /,0:00 
,kwest[o'neo/ noun a form sent to the 
author of a book, asking for details of his or 
her life, and also for ideas on the best 
markets for the book 


author's agent /5:0oz ,e1dzant/ noun 
a person who represents an author and 
takes a percentage of his or her royalty 


authors alterations /,5:0oz ,o:lta 
'rerf(o)nz/ plural noun same as author's 
corrections 


author's contract /,5:0oz 'kontrekt/ 
noun a contract between a publisher and an 
author 

author's copies /'»:0oz ,kppi:z/ plural 
noun free copies of a book given to the 
author under the terms of his or her 
contract with the publisher (NOTE: 
Normally an author is given six free copies, 
but may receive fewer if the book is a very 
expensive one.) 


author's corrections /o:0oz ko 
rekf(o)nz/ plural noun a change to proofs 
which is made by an author, and which is 
charged to the author if too many are made. 
Also called author's alterations. Abbr AC 


author's discount /'»:0oz ,diskaunt/ 
noun à discount allowed to an author who 
wants to buy copies of his or her own 
Works, or sometimes to buy copies of other 
books published by his or her publisher 


authorship /'5:05f1p/ noun the fact of 
being the author of something o She is 
credited with the authorship of several of 
the poems. o They are trying to discover 
the authorship of the book about the Presi- 
dent. 


author's proofs /5:0oz pru:fs/ plural 
noun proofs checked by the printer's reader 
and sent to the author to read and correct 
author's standard pre-press inter- 
facing code noun full form of ASPIC 
auto- /5:tou/ prefix done automatically 
autobiography /,a1toubar'pgrofi/ 
noun an account of a person's life written 
by that person 

autoflow /'o:tooflou/ noun text that 
automatically flows around a graphic 
image or from one page to the next 
autograph /'»:togra:f/ noun the signa- 
ture of somebody famous m verb to sign a 
copy of one's book o He gave an auto- 
graphed copy of his novel to the library. 
autographing session /'»:togra:fry 
,Sef(a)n/ noun a publicity party where the 
author signs copies of his or her book in a 
bookshop for people who have bought 
them 

auto-indent /'5:tou ,indent/ noun an 
instruction for the automatic indenting of a 
text by a typesetter 

auto-indexing /'»:too ,Indeksi/ noun 
the process of automatic indexing using a 
computer program 

automatic /,5:to'mztrk/ adjective able 
to operate by itself without constant user 
input 

automatically /5:to'mztikli/ adverb 
working without a person giving instruc- 
tions o Address labels are printed automat- 
ically at the same time as the invoices. o 
The typesetting machine justifies lines 
automatically. 

automatic carriage return 
/ortometik 'kerid3 rrts:n/ noun a 
system where the cursor automatically 
returns to the beginning of a new line when 
it reaches the end of the previous one 
automatic data processing 
/,ortomeetik 'derto ,prausesin/ noun data 
processing done by a computer 
automatic dictionary /,o:tometik 
'dik fon(o)ri/ noun the dictionary of words 
in a spelling check program 

automatic font downloading 
/ortometik 'font doun,loudin/ noun a 
process in which special font information 
is sent to a printer by the application 
automatic heading /,o:tometik 
‘hedin/ noun the making of headings auto- 
matically by the computer page make-up 
program 
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automatic hyphenation and justifi- 
cation /5:tomztik ,harfonerf(o)n on 
da^stifr'kerf(o)n/ noun the process 
where a typesetting machine hyphenates 
words at the ends of lines and justifies the 
lines automatically 

automatic page make-up 
/,ortometik 'peida merk Ap/ noun a 
process where the typesetting machine 
makes the text into pages automatically 
automatic paster — /5:tomztik 
‘peisto/, automatic reel change 
l'a1toupersto/ noun same as flying paster 
automatic sewer /,o:tomztik 'souo/ 
noun an automatic sewing machine 
autopaster /'o:toopersto/ noun same as 
flying paster 

autoplate /'»:toupleit/ noun a machine 
which makes curved printing plates 
autopositive /:too'ppzitiv/ noun a 
positive photographic image made without 
a negative stage 

auto trace /'s:tou treis/ noun a feature 
of some graphics programs that will trans- 
form a bit-mapped image into a vector 
image by automatically locating the edges 
of the shapes in the image and drawing 
lines around them 

auxiliary language  /»:gziliori 
‘lengwid3/ noun a language that is used 
by speakers of other languages in order to 
communicate 

AW abbreviation MEDIA audiovisual 
availability /o,verlo'bihti/ noun the 
ability to be obtained, used or seen o The 
new books were given limited availability 
of one week per person, so that more 
people could read them. 


available /a'vetlab(a)l/ adjective ready 
to be used o available time or information 
o the title is no longer available the book 
is out of print a not yet available a report 
on an invoice that a book is not ready 
immediately (because it has not yet been 
published or is reprinting) 

avid /'zvid/ adjective enthusiastic, 
extremely interested or absorbed, espe- 
cially in a book or film 

a/W abbreviation artwork 

award /o'wo:d/ noun 1. a prize given for 
doing something well 2. a sum of money 
given for a specific purpose o an award to 
help you to study m verb to give a prize or 
financial grant 

award-winning /5'wo:d ,wintn/ adjec- 
tive having won a prize o an award- 
winning TV play o an award-winning 
science fiction author 

axe /æks/ verb to cut or stop something o 
to axe the publicity budget o Several jobs 
are to be axed in the printing industry. 
axis /'æksıs/ noun a fixed line against 
which other positions can be measured, 
e.g. the vertical and horizontal axes on a 
graph (NOTE: The plural is axes.) 

azerty keyboard /o;zs:ti ‘kirbo:d/ 
noun a keyboard where the keys are 
arranged with the first line beginning 
AZERTY, used mainly in Europe. » qwerty 
keyboard 

azure /'ae3o/ noun a light blue 

azure laid /'æ3ə leid/ noun blue writing 
paper with laid lines 

azure wove /':39 woov/ noun blue 
writing paper without laid lines 


B 


B2B /bi: to 'bi:/ adjective referring to 
products or services that are aimed at other 
businesses rather than at consumers. Full 
form business-to-business 

B2C /bi: to 'si:/ adjective referring to 
products or services that are aimed at 
consumers rather than at other businesses. 
Full form business-to-consumer 

BA abbreviation Booksellers Association, 
The 

bachelor's degree /'bzt foloz dr,gri:/ 
noun a degree awarded on the successful 
completion of an undergraduate course at a 
college or university and, at some universi- 
ties, on completion of a usually short post- 
graduate course 

back /bek/ verb to put a back or spine on 
a book o The book is cloth bound, backed 
in leather. w noun the part of a book where 
the pages are glued or stitched to the 
binding m adjective published or issued at 
an earlier date 

back board /'bek bo:d/ noun the board 
which forms the back of a book 
backbone /'bzkboun/ noun 1. US the 
spine of a book 2. a high-speed, high- 
capacity connection path that links smaller 
sub-networks 

back catalogue /bek 'kæt(ə)log/ 
noun the complete collection of record- 
ings, films or books made by an artist or a 
company to date 

back copy /‘bek ,kppi/ noun a copy of 
an old issue of a newspaper or magazine 
back cover / bæk 'kAvo/ noun the cover 
at the back of a book or magazine, which 
can have publicity matter or details of the 
author o The author's photograph appears 
on the back cover. 

backdate /bæk'dert/ verb to make 
something effective from an earlier date 
than the current one 


backer /'baeko/ noun the card display at 
the back of a dump bin, which draws atten- 
tion to the books in the bin 

back flap /,bek 'flaep/, back jacket flap 
/ bæk 'd3ekit ,flap/ noun a flap on a 
book jacket which is folded inside the back 
cover 

background /'bekgraund/ noun 1. the 
context of a situation, which helps to 
explain it 2. scenery behind the main 
people and objects in a picture or photo- 
graph 

background art /‘bekgraund a:t/ 
noun artwork which forms the background 
of a design 

background colour /,bekgraund 
'KAlo/ noun the colour of a computer 
screen display, with characters and 
graphics displayed in a different fore- 
ground colour 

background printing /,baekgraund 
‘printip/ noun printing from a computer 
while it is processing another task 
background processing 
/ baekgraund 'prausesin/ noun execution 
of computer tasks that continues while the 
user is working with another application. 
Once started, background tasks such as 
printing or copying data take place without 
user input. 

backing /'bek1n/ noun money or support 
given to a person or an organisation for a 
particular project 

backing boards /'bzkry bo:dz/ plural 
noun heavy boards between which the 
folded signatures of a book are held while 
being prepared for having the cover 
attached 

backing machine /'bekin mo,fi:n/ 
noun a machine that backs books 
backing up /bakig 'Ap/ noun 1. 
printing on the back of a printed sheet 2. 


back issue 





the act of building up a plate to the right 
height 

back issue /'bek ,1fu:/ noun US same 
as back number 

back lining /,bek 'laınıy/ noun a piece 
of thin cloth or paper glued to the sewn 
spine of a book before the cover is attached 
backlist /bzklist/ noun the range of 
books already published by a publisher that 
are still in print 

backlog /'bæklog/ noun work waiting to 
be done and causing delays 

back margin /,bek 'ma:dzin/ noun a 
margin on a printed page which is near the 
spine of the book 

back matter /‘bek ,mzto/ noun the 
parts of a book that appear after the main 
text, e.g. the index or an appendix 

back number /'bek ,nambo/ noun an 
edition of a magazine, newspaper or other 
document which is not the most recent 
edition 

back of book /;bak ov 'buk/ noun the 
last pages of a magazine containing adver- 
tisements 

back orders /'bæk ,»:doz/ plural noun 
orders received in the past and not fulfilled, 
usually because the item is out of stock o 7f 
took the factory six weeks to clear all the 
accumulated back orders. 

backplaning /'bzkplernm/ noun the 
act of removing a thin layer from the back 
of a stereo or plate, to make it the right 
height 

backslant /'beksla:nt/ noun a typeface 
which slopes towards the left, as opposed 
to italic which slopes to the right 
backspace /'bekspers/ noun move- 
ment of a cursor or printhead back by one 
character 

backspace character /'bekspeis 
,kaerikto/ noun a code that causes a back- 
space action in a display device 
backspace key /'bzekspers ki:/ noun a 
key that moves the cursor back one space 
backstrip /'baekstrip/ noun a long piece 
of paper or linen glued down the spine of a 
book after the pages have been sewn and 
rounded, but before the case is put on 
back to back /,bek to 'bek/ adjective 
printing on the back of a printed sheet 
back up /,bek 'Ap/ verb to make a copy 
of computer data to keep in case anything 
goes wrong with the original 

backup /'bakAp/ noun a duplicate copy 
of a file on a computer 


backup ad /'bekap zd/ noun an adver- 
tisement printed in a magazine in which 
the advertiser has put an insert 

backup machine /'bekap ma,fi:n/ 
noun a second machine used in case of 
emergencies 

backup procedure /'bekap pro 
,Si:dz9/ noun a method of making backup 
copies of files 

backwards compatible /bzkwodz 
kom'patob(o)/ adjective relating to a 
computer hardware or software product 
that is compatible with its predecessors to 
the extent that it can use interfaces and data 
from earlier versions 


backwater /'bekwo:to/ noun water 
removed from the pulp during the first 
stages of papermaking 

bad buy /,bed 'bar/ noun something 
bought which was not worth the money 
paid for it 

bad copy /,bed 'kppi/ noun a manu- 
script which is illegible or badly edited and 
which the typesetter will not accept 

bad debt /,bzd 'det/ noun money owed 
which will never be paid back o The 
company has written off £30,000 in bad 
debts. 

bad sheets /,bed 'fi:ts/ plural noun 
sheets that have been badly printed 

bail /beil/ noun a hinged bar on a type- 
writer or printer that holds the paper steady 
.BAK, .bak suffi an extension to a 
filename, indicating a backup version of a 
file 

baked /beikt/ adjective relating to type 
that has become stuck together 

baked image /,berkt 'rmids/ noun a 
printing plate that has been heated to make 
the etched surface harder 

balance /'belons/ verb a financial term 
meaning to keep expenditure equal to 
income m noun 1. the positioning of text 
and graphics on a page in an attractive way 
2. the arrangement of elements such as 
text, illustrations etc on a page 

balance brought forward /,bzlons 
bro:t 'forwod/, balance carried forward 
noun the amount entered in an account at 
the end of a period to balance the expendi- 
ture and income which is then taken 
forward to start the new period 

balance in hand /,bxlons in 'hznd/ 
noun cash held to pay small debts and 
running costs. Also called cash in hand 
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balance sheet /'bzlons fi:t/ noun a 
statement of the financial position of a 
company at a particular time, such as the 
end of the financial year or the end of a 
quarter, showing the company's assets and 
liabilities 

balloon  /bo'lun/ noun a circle 
containing the words ‘spoken’ by a char- 
acter in a cartoon 

balloon former /ba'lu:n ,fo:ma/ noun a 
former on a web machine which takes the 
folded sheets of a newspaper as they are 
printed 

ban /ben/ noun an order which forbids 
somebody from doing something o a 
government ban on the import of subver- 
sive literature o a ban on the export of 
computer software m verb to forbid some- 
thing or to make something illegal o The 
government has banned the publication of 
the book. 

band /bend/ noun 1. a strip of paper 
which is put round a book o The book has 
a band marked ‘Winner of the 1997 Booker 
Prize’. 2. a strip of cloth which goes across 
the back of the book, to which the signa- 
tures are sewn, the edges of the band being 
glued to the cover boards 3. a raised strip 
on the back of a leatherbound book 
covering the strings 4. strong plastic tape 
put round bundles of newspapers or maga- 
zines to pack them 

band strapper /'bznd ,strzepo/ noun a 
machine for bundling newspapers or maga- 
zines and attaching them with a plastic 
band 

B&W abbreviation black and white 
bandwidth  /bzndwid0/ noun the 
capacity, often measured in bits per 
second, of a communication channel, e.g. a 
connection to the Internet 

bang /ben/ noun US in typesetting, the 
character ! 

bank /benk/ noun somewhere to store 
things ready for use 

bank account /'benk o,kaunt/ noun an 
account which a customer has with a bank, 
where the customer can deposit and with- 
draw money 

bank balance /'bxzgk ,baelons/ noun 
the state of a bank account at any particular 
time 

bank book /'benk buk/ noun a book 
which shows money that somebody has 
deposited or withdrawn from a bank 
account 


bank charge /'benk tfa:d3/ noun a 
charge which a bank makes for carrying 
out work for a customer 

bank draft /‘bzenk dra:ft/ noun an order 
by one bank telling another bank, usually 
in another country, to pay money to some- 
body 

banker /'bæņkə/ noun a person who runs 
a bank 

banker's envelope /'benkoz 
,envalaup/ noun a rectangular envelope 
with the flap along the top 

banker's order /'benkoz ,»:do/ noun 
same as standing order o He pays his 
subscription by banker's order. 

bank note /'benk noot/ noun a piece of 
printed paper money 

bank paper /'benk ,perpo/ noun thin 
paper used for things like flimsies 
banner /'bzeno/ noun 1. a heading or title 
across the width of a page 2. an online 
interactive advertisement that appears on a 
webpage, usually at the top or bottom, and 
contains a link to the website of the busi- 
ness whose products or services are being 
advertised 

banner ad /'beno zd/ noun an adver- 
tisement which stretches across the top or 
bottom of a printed page or a webpage 
banner exchange /'bzno iks,t femnds/ 
noun an agreement between two or more 
businesses, in which each allows the 
others’ advertising banners to be displayed 
on its website 

banner headline /beno ‘hedlatn/ 
noun an extra large newspaper headline 
bar /ba:/ noun 1. a thick band of colour 2. 
a horizontal stroke on a character which is 
connected to another stroke at either end, 
such as the middle bar in ‘A’ 

bar chart /'ba: tfa:t/ noun a graph in 
which the data is represented by horizontal 
or vertical bars. Also called bar graph 
barcode /'ba:koud/ noun a line of 
printed stripes of different thickness repre- 
senting a numeric code which can be read 
electronically 


COMMENT: Barcodes are found on most 
goods and their packages. The width and 
position of the stripes is sensed by a light 
pen or optical wand and provides 
information about the goods, such as price, 
Stock quantity, etc. The main type of 
barcode used in Europe is the European 
Article Number (EAN) or the Universal 
Product Code (UPC). Barcodes are used 
on the backs of books, giving their ISBN 
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number, and so helping the computerised 
stock control in bookshops. 
barcode reader /ba:koud ;i:do/, 
barcode scanner /'ba:kood ,skano/ 
noun an electronic device used to read 
barcodes 
bargain books /'ba:gin buks/ plural 
noun books that are sold at a cheaper price 
as remainders or special offers 
bargaining position /ba:ginig po 
ZiJf(o)n/ noun a statement of intentions by 
one group during negotiations 
barge /ba:d3/ noun a case with small 
compartments for type, used when making 
corrections 
bar graph /'ba: t fa:t/ noun same as bar 
chart 
baronial envelope  .j/bo'rouniol 
,envoloup/ noun US a square pocket enve- 
lope 
baryta paper /bo'raito ,perpo/ noun 
coated matt paper used for high-quality 
repro or proofs from which typematter or 
photographs can be made 
base /bets/ noun 1. the lowest or first 
position 2. a flat surface which supports 
something, such as the flat plate supporting 
film or the bottom plate used in letterpress 
printing 3. background colour o The title is 
reversed out of a dark blue base. 
base alignment /beis 9,lammont/ 
nounthe act of making sure that the bottom 
lines of several columns are level 
base artwork //beis 'a:twa:k/ noun 
artwork to which further illustrations have 
to be added 
base line /'beis lain/ noun 1. the bottom 
reference line used when typesetting to 
make sure characters are correctly located 
2. US the last line on a typeset page 
baseline /'berslai/ noun the data used 
as a reference with which to compare 
future observations or results 
base material /'bers mo,troriol/ noun 
in printing, the material that is to be coated 
base paper /'bers ,perpo/ noun thick 
paper used to make coated paper 
basic /'bersrk/ adjective 1. normal 2. 
simple or from which everything starts o 
He has a basic knowledge of typography. m 
noun US a first edition of a text which has 
been revised 


BASIC /'betstk/ noun a computer 
programming language. Full form 
Beginners All-Purpose Symbolic 


Instruction Code 


basic discount /beisik 'diskaunt/ 
noun a normal discount without extra 
percentages o Our basic discount is 20%, 
but we offer 5% extra for rapid settlement. 
basics /'beisiks/ plural noun simple and 
important facts o He has studied the basics 
of page make-up. 
basic stock /beisik 'stok/ noun 
standard titles which are considered neces- 
sary to form the core of an authoritative 
book stock. Also called core stock 
basic weight /'bersrk weit/ noun the 
weight of printing paper per 500 sheets 
basis /'beisis/ noun the foundation or 
reason for something 
basis weight /‘betsis wert/ noun 1. the 
weight of paper in grams per square metre 
2. US basic weight, the weight of 500 
sheets of paper of a standard 25 x 38 inch 
size, measured in pounds 
COMMENT: In the USA basis weight can 
also be given for 1,000 sheets, in which 
case it is followed by the letter 'M': so 120M 
is the same as 60 pounds basis weight per 
500 sheets. 
Baskerville /‘beskovil/ noun a typeface 
characterised by serifs, suitable for books 
and periodicals 
bastard progressives /'ba:stod pro 
,gresivz/ plural noun progressive colour 
proofs showing different combinations of 
colours, but not necessarily in order of 
printing 
bastard size /'ba:stod saiz/ noun an 
odd non-standard size of paper 
.BAT, .bat suffix an extension to a 
filename, showing that the file is a batch 
file 
batch /betf/ noun a group of things 
which are made or dealt with all at one 
time m verb to put items together in groups 
o to batch invoices or cheques 
batch file /'bzt f fail/ noun a combina- 
tion of computer files which are treated as 
one unit 
batch number /'bætf ,nambo/ noun a 
number used to identify a particular group 
batch processing /'bztf ,prausesin/ 
noun a mode of computer operation in 
which programs are executed without the 
user being able to influence processing 
while it is in progress 
*First things first, however. Repcol needs 
to upgrade its in-house collections 
system, and build a live link between 
collections and financials. Repcol runs 
the collections system on an Informix 
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database, but uses a separate Oracle 
financials system running on Linux, 
batch processing transactions.' [The 
Australian] 


bath /ba:0/ noun a large open container 
for liquids, especially one for developing 
photographs 

batter /'bætə/ noun a defective impres- 
sion produced by a faulty printing plate 
battered books /'betad buks/ plural 
noun US books that have been damaged in 
a bookshop and are sold cheaply 
battered type /'batod tarp/ noun old 
metal type which has become damaged 
through use 

BBIP abbreviation British Books in Print 
bcc noun a feature of many electronic 
mail programs that allows a user to send 
one message to several users at a time (a 
carbon copy) but does not display this list 
to the recipients. Full form blind carbon 
copy 

.bck suffix an extension to a filename, 
showing that the file is a backup file 
beak /bi:k/ noun a curved decorative 
stroke on a letter 

bear /beo/ verb 1. to have something 
written on it o an envelope which bears a 
London postmark o The cheque bears the 
signature of the company secretary. 2. to 
pay costs o The costs of the exhibition will 
be borne by the company. o The company 
bore the legal costs of both parties. (NOTE: 
bearing — bore — borne) 

beard /biod/ noun 1. the bevel and 
shoulder, the space from the edge of the 
face of a metal character to the edge of the 
body of the type 2. a dirty mark on a 
typeset character 

bearer /'beoro/ noun a wooden or metal 
bar placed beside metal type to prevent the 
press from pressing down too hard 

bear off /,beo 'pf/ verb US to adjust the 
spaces between letters or words to make a 
line justify 

beat /bi:t/ verb to hit something hard 
beater /'bi:to/, beating engine, beating 
machine noun a container with a heavy 
roll with steel knives attached, which turns 
against a bedplate, which also has knives 
fixed on it, and chops up the pulp as it 
passes through 


COMMENT: Wood pulp is beaten to make it 
finer and more suitable for papermaking; it 
also makes it less opaque. If it is beaten for 
a long time, it produces semi-transparent 


paper such as tracing paper. During 

beating, china clay or other loadings can be 

added to make the paper more opaque. 
bed /bed/ noun the flat surface on which 
the metal type in its chase is placed, or on 
which flat printing plates are placed a to 
put a paper to bed to finalise the last 
corrections on a newspaper before printing 
starts 


bedplate /‘bedpleit/ noun 1. the bottom 
plate on which type is placed 2. a plate with 
metal knives against which the beater roll 
turns 


Bekk instrument /'bek ,instrumont/ 
noun an air-leak tester for measuring the 
smoothness of paper 


belly /'beli/ noun the front of a piece of 
type with a nick or notch in it, so that the 
compositor can tell by feel which is the 
front of the piece 


belly band /'beli baend/ noun a paper 
band put round the middle of a book 


below /bi'lou/ preposition lower down 
than or less than o The captions should be 
placed below the illustrations. n see below 
a note indicating that the reader has to look 
further on in the text to find a reference 


belt press /'belt pres/ nouna letterpress 
machine which has plastic printing plates 
attached to an endless belt. » Cameron 
press 


Ben Day tints /'ben der, Benday tints 
plural noun transparent sheets with dots, 
shading or stippled design, used to give an 
impression of tone on the printed page, 
invented by Benjamin Day 


bending rollers /bendm  ,rouloz/ 
plural noun rollers which turn a web of 
paper in a different direction 


Berne Convention /'bsıin kon 
,venJ(o)n/ noun the international agree- 
ment on copyright, signed in Berne in 
1886. » convention 
COMMENT: Under the Berne Convention, 
any book which is copyrighted in a country 
which has signed the convention is 
automatically copyrighted in the other 
countries. Some countries (notably the 
USA) did not sign the Convention, and the 
UCC (Universal Copyright Convention) was 
signed in Geneva in 1952, under the 
auspices of the United Nations, to try to 
bring together all countries under a uniform 
copyright agreement. 


bestseller /best'selo/ noun 1. a popular 
book of which a very large number of 
copies are sold 2. an author who writes 
bestsellers 
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bestseller list /best'selo lıst/ noun a 
list of books which are selling very well in 
bookshops 
bestselling /best'selr/ adjective 1. far 
more popular and successful than other 
products on sale at the same time 2. 
making products that are commercially 
very successful o a bestselling author 
beta ray gauge /'bi:to rer ,ge1d3/ noun 
a device for measuring the weight of paper 
by using radio isotopes 
beta test /'bi:to ,test/ noun the second 
stage of tests performed on new software 
just before it is due to be released 
bevel /'bev(a)l/ noun a sloping edge, 
especially the sloping edge of a piece of 
type between the face and the shoulder, or 
the sloping edge of a stereotype which is 
attached by clamps to the base 
bevelled /'bev(o)ld/ adjective with a 
sloping edge 
bevelled boards /'bev(a)ld_ bo:dz/ 
plural noun cover boards with bevelled 
edges, sometimes used on large books 
Bézier curve /'bezier ka:v/ noun a 
geometric curve, the overall shape of 
which is defined by two midpoints called 
control handles 
COMMENT: Bézier curves are a feature of 
many high-end design software packages; 
they allow a designer to create smooth 
curves by defining a number of points. The 
PostScript page description language uses 
Bézier curves to define the shapes of 
characters during printing. 
bf abbreviation PRINTING boldface 
B format paperback /bi: fo:met 
'perpobaek/ noun a paperback with the 
format 198 x 129mm 
Bible paper /'baib(o)] ,perpo/ noun 
extremely thin, good-quality opaque paper 
which is nevertheless quite strong, used for 
printing books with a large number of 
pages, such as Bibles, where the length of 
the text would make the book very thick if 
ordinary paper were used 
biblio /'brbliəu/ noun bibliographic 
details printed on the back of the title page 
bibliographer /,bibli'pgrafa/ noun a 
person who writes a bibliography 
bibliographic /,biblio'grzefrk/, biblio- 
graphical /,biblio'grafrk(o)l/ adjective 
referring to details of a book or author o 
The obituary of the author ended with 
bibliographical details of his published 
works. o The catalogue gives a full biblio- 
graphical description for each book. 


bibliographical information 
/ bibliografrik(o)l ,info'merf(o)n/ noun 
information about a book such as the name 
of the author, number of pages and ISBN, 
which is used for library cataloguing 
bibliography /,bibli'pgrafi/ noun 1. a 
list of books and other written materials on 
one particular subject 2. a list of books or 
articles referred to in another book or 
article 
COMMENT: References in a bibliography 
usually include: name of author or editor; 
title of book (in upper and lower case italic); 
title of chapter or article (in roman in double 
quotes); volume number; name of publisher 
and town of publication; date of publication. 
bibliophile /'bibliofai/ noun a person 
who loves books, especially somebody 
who collects old, rare or beautiful books o 
The book has been published as a limited 
edition for bibliophiles. 
bid /b1d/ noun an offer to pay a particular 
price, made at an auction m verb to make an 
offer at an auction 
bidder /'bido/ noun a person who makes 
a bid at an auction 
bidding /'brdip/ noun the making of 
offers at an auction o The bidding for 
paperback rights started at $1m. 
bidirectional /,bardar'rek f(o)nol/ 
adjective relating to an operation or 
process that is able to work forwards or 
backwards 
bidirectional printer 
/ bardairekJ(a)nol 'printo/ noun a printer 
which is able to print characters from left 
to right and from right to left as the head 
moves forwards and backwards across the 
paper 
Big Deal /,big 'di:l/ noun an arrange- 
ment in which a library pays a lump sum 
for access to all of a publisher's electronic 
journals, without individual subscriptions 
to each one 
big-ticket /,brg 'trkit/ adjective costing 
a lot of money o The department was 
under pressure to produce some big-ticket 
books in the next year. 
bilingual /bar'Irygwol/ adjective in two 
languages o a bilingual dictionary » mono- 
lingual, multilingual 
bilingual text /barliygwol 'tekst/ 
noun text which is given in two languages, 
usually with the texts on facing pages 
bill /b1l/ noun 1. a written list of charges to 
be paid o Does the bill include VAT? o The 
bill is made out to Smith Ltd. o The printer 
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has sent in his bill. 2. a written paper prom- 
ising to pay money 3. a poster or other 
piece of advertising material which is stuck 
on a wall 4. a set of various quantities of 
pieces of type in a font m verb to present a 
bill to somebody so that it can be paid o 
The printer billed us for the author's 
corrections. 


billing /'brlr/ noun the writing of 
invoices or bills 


bill of exchange /,bil ov rks't femndz/ 
noun a document that tells a bank to pay a 
person, usually used in payments in 
foreign currency 


bill of lading /,bil əv "lerdry/ noun a list 
of goods being shipped, which the trans- 
porter gives to the person sending the 
goods to show that the goods have been 
loaded 


bimetallic plate /,barmetalik 'plert/, 
bimetal plate noun a printing plate made 
of two metals, with the printing surface and 
characters of one metal such as copper on 
a chromium or steel base 


bin /bin/ noun 1. a large container o The 
bulk stock is kept in the bins at the back of 
the warehouse. 2. a separate section of 
shelves in a warehouse 


binary file /'barnəri farl/ noun a 
computer file that contains data in a raw or 
nontext state made up of characters that 
only a computer can read. Executable 
programs are stored and transmitted in 
binary files, as are most numerical data 
files. 


binary system /'bamori ,sistom/ noun 
a number system based on two digits only, 
usually 1 and 0 


bind /barnd/ verb to join the pages of a 
book together and enclose them in a cover 
(NOTE: binding — bound) 

binder /baindo/ noun a person or 
company that specialises in binding books 
u the binder's the factory which binds 
books o The sheets were delivered to the 
binder's last week. o How soon can you get 
the jackets to the binder's? 


binder's board /'baindez bo:d/ noun 1. 
a stiff board binding, formerly used by 
publishers to cover books which were then 
rebound in leather by the owner 2. board 
such as millboard, used for binding 

binder’s boards /bamdoz bo:dz/ 


plural noun US a stiff board case covered 
with cloth 


binder’s brass /'bamdoz bra:s/, 
binder's die noun a brass stamp with a 
design which is stamped on the cover of a 
book 

binder's pack /'baimndoz pak/ noun a 
pack of books from a bindery o The books 
are delivered in binder's packs of forty 
copies. 

bindery /'baindori/ nouna factory where 
books are bound 

binding /'baindry/ noun 1. the cover of a 
book 2. the act of putting a cover on a book 
m adjective demanding an obligation o The 
contract was binding in law. 

binding cloth /‘baindiy klp0/ noun 
cloth used to cover a case in case binding 
binding equipment /bamdi 1 
ikwipmont/ noun any machine or tool 
used in the binding process, e.g. for case 
making, trimming, embossing etc 
binding machine /'baındıy ma, fi:n/ 
noun any machine used to bind pages 
together, normally used to refer to a small 
machine used to create inexpensive 
binding (such as comb-binding) in the 
home or office 

binding offset /,barndry 'pfset/ noun 
an extra wide margin on the inside of a 
printed page to prevent text being hidden 
during binding 

binding order /‘bamdiy ,»:do/ noun a 
request from a publisher to a binder to bind 
a particular number of copies of a book 
binding shop /‘bamdin fop/ noun the 
section of a printing factory where the 
books are bound 

binding styles /'baindin stailz/ noun 
the different ways in which books can be 
bound, e.g. perfect binding, spiral binding, 
comb binding, half binding, etc 

bin stock /'bin stpk/ noun stock held in 
a section of a warehouse where it can be 
reached easily, as opposed to the bulk stock 
which is held separately until needed 

bio /'barou/ noun a biographical work 
biographee /,barvgroa'fi:/ noun some- 
body whose life is described in a biography 
biographer /bar'pgrofo/ noun a person 
who writes the story of somebody's life 
biographical /,baro'grzfrk(o)l/ adjec- 
live referring to the story of somebody's 
life o The biographical details of the 
author are given on the front flyleaf. 
biography /bar'pgrofi/ noun an account 
of somebody's life and work written by 
another person 
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bit /bit/ noun a binary digit, 0 or 1 

bite /bait/ noun the effect of acid eating 
into metal when making blocks or 
engraving plates 

bit image /'brt ımıd3/ noun a collection 
of bits that represent the pixels that make 
up an image on screen or on a printer 

bit map /'bit mzp/, bitmp /'brtmzp/ 
noun 1. an image whose individual pixels 
can be controlled by changing the value of 
its stored bit (1 is on, O is off; in colour 
displays, more than one bit is used to 
provide control for the three colours — Red, 
Green, Blue) o /n Windows, every icon 
picture is stored as a small bitmap image. 
2. binary representation in which each bit 
or set of bits corresponds to some object 
(image, font, etc.) or condition 3. a file 
format for storing images in which data in 
the file represents the value of each pixel 
bitmapped font /,bitmzpt 'fpnt/ noun 
a screen or printer font with characters 
formed as a pattern of pixels or dots 
bitmapped graphics  /britmzpt 
'graefiks/ plural noun images whose indi- 
vidual pixels can be controlled by 
changing the value of the stored bits 

bit plane /‘bit plemn/ noun memory 
which stores the bits that make up a picture 
bits per inch /,bits ps: 'mntJ/ noun the 
number of bits that can be recorded per 
inch of recording medium. Abbr bpi 

bits per pixel /,brts ps: 'prks(o)l/ noun 
the number of bits assigned to store the 
colour of each pixel; one bit provides black 
or white, four bits gives 16 colour combi- 
nations, eight bits gives 256 colour combi- 
nations. Abbr BPP 

bits per second /,bits pa: 'sekond/ 
noun the rate at which information is sent, 
equal to the number of bits transmitted or 
received per second. Abbr bps 

biweekly /bar'wi:kli/ noun a publication 
that appears every two weeks 

black /blek/ noun a spot on a printed 
sheet, caused when part of the leading is 
too high and touches the paper 

black and white /,blaek on 'wart/ noun 
printing using black and tints of black only. 
Abbr B&W 

black and white photograph /,blæk 
on wait 'foutogra:f/ noun a photograph 
which uses tones of black to show the 
image 

black box /,blaek 'boks/ noun a device 
used for converting protocols from one 


computer system to another, such as for 
converting data from a micro to a photo- 
typesetter 

blackening /'blaekonin/ noun a defect in 
papermaking where the surface of the 
paper becomes spotted, caused when the 
paper is too damp when being calendered 
black letter /,blak 'leto/ noun an old 
type character based on medieval hand- 
writing. » fraktur, gothic, Textura (NOTE: 
Black letter was the first typeface to be 
developed by Gutenberg in the 15th 
century, and was still used in Germany 
until quite recently. It is commonly used in 
Europe for mastheads of newspapers.) 
black liquor /,blak 'Irtko/ noun a liquid 
left after dissolving fibres during the 
making of paper 

black list /'blak list/ noun a list of 
companies, countries or people who are 
banned from trading or using goods or 
services 

blackout /'blakaot/ noun the with- 
holding of news or information about a 
subject, especially by official sources 
black patch /"blek pætf/ noun a piece 
of black or red film used to make a clear 
window on camera-ready copy 

black printer /'blek ,printo/, black 
plate noun the plate which prints in black, 
usually with the text of a colour book, and 
which is changed if the text is changed 
black step /,blaek 'step/ noun a method 
of ensuring that no signature is out of order 
or missing when the signatures are gath- 
ered together, by printing black marks on 
the folds of the signature 

black step marks /blek 'step 
smarks/ plural noun marks like thick black 
lines printed on the fold of each signature, 
which move down from the top in each 
successive signature 

blad /blad/ noun a dummy copy of a 
book to show what the binding and part of 
the text will be like o The reps are showing 
blads to all the leading bookshop buyers. 
blade coating /'blerd ,kootrp/ noun a 
type of coating where the coating liquid is 
applied to the paper and then spread evenly 
using a blade 

blag /blæg/ verb to obtain something by 
asking for a sample for review or testing 
(informal) o When you visit the show, can 
you blag me a pocket calculator? 

blank /blæņk/ noun an empty space in a 
form m adjective empty or with nothing on 


block diagram 





ito a blank tape o a blank piece of paper m 
verb to make a white space, usually by 
painting with white ink o The art depart- 
ment will blank out the extra lines on the 
line drawing. 


blanket /'blæņkıt/ noun a rubber sheet 
which goes round the offset cylinder in an 
offset press and accepts the image to be 
printed on the paper 
COMMENT: The blanket is a layer of different 
tissues, covered with a fine rubber surface. 
It must be cleaned carefully before each 
printing run. 
blanket agreement /blepkit o 
'grixmont/ noun an agreement that covers 
many items 


blanket contamination /'blæņkıt 
kon,taeminerf(o)n/ noun spotting caused 
by dirt on the blanket 


blanket cylinder /blapkit ,silindo/ 
noun a cylinder in an offset press which 
accepts the image onto the blanket. Also 
called offset cylinder, transfer cylinder 


blanket-to-blanket printing 
/blenkit to ‘blenkit ,printin/ noun 
offset printing where both sides of the 
paper are printed at the same time, using 
two blanket cylinders and two blankets 


bleach /bli:tf/ verb to make something 
white 


bleached paper /,bli:t{t 'perpo/ noun 
paper that has been treated with chemicals 
to make it white 


bleaching /'bli:t f19/ noun the process of 
making paper white, by passing the pulp 
through a series of bleaching towers, 
where a solution of chlorine is added 


bleed /bli:d/ noun 1. a page design where 
the illustrations run off the edge of the 
trimmed page o The double page spreads 
are all bleeds. 2. an illustration that runs 
off the edge of the paper 3. overtrimmed 
margins when binding, cutting off the edge 
of the type 4. ink that changes colour, often 
by chemical reaction when laminating m 
verb to print something, or be printed, so 
that part of it is cut off by the edge of the 
page 
COMMENT: Bleeding has the advantage of 
increasing the size of illustrations on the 
paper, but has the disadvantage of needing 
larger printing sheets in a sheet-fed press, 
to allow for the extra trim. Normally 3mm of 
print beyond the trimmed edge should be 
allowed to make sure the bleed is correct. 
bleed allowance /'bli:d 9,lauans/ noun 
a margin of blank space that is left at the 


edge of a page, so that the text or illustra- 
tions will not be cut off 

bleed off /'bli:d pf/ verb to run the illus- 
trations to the edge of the trimmed page o 
All the illustrations are to be bled off. o The 
bled-off plates are all in one section. 
bleed-through /'bli:d 0ru:/ noun a situ- 
ation in which ink has seeped through to 
the other side of a printed piece of paper 
blind /blaimnd/ adjective done without 
preparation or the relevant information 
blind blocking /,blatnd 'blokıy/, blind 
embossing /,blaind 'staampin/ noun the 
process of stamping a design on the cover 
material without using any ink or gold leaf. 
Also called blind stamping 

blind carbon copy /blaind ,ka:bon 
'kopi/ noun full form of bcc 

blind folio /,blamnd 'fouliou/ noun a 
page with no printed page number 
blinding /‘blarndin/, blinding in noun 
blind blocking 

blind P /,blamnd 'pi:/ noun a printed 
symbol ( d ) which is used to mark the 
beginning of a paragraph 

blind page /,blaind 'perd3/ noun a page 
such as a half-title with no printed folio 
number, although the page is included in 
the total pagination of the book 

blind stamping /,blaind 'stæmpıy/ 
noun same as blind blocking 

blind tooling /,blaind 'tu:lm/ noun 
blind blocking with hot stamps to give a 
dark impression on the surface of a leather 
binding 

blister /‘blisto/ noun a bubble which 
forms on the surface of paper as it dries 
blister pack /'blisto paek/ noun a type 
of packing where the item for sale is 
covered with a stiff plastic bubble sealed to 
a card backing 

block /bIpk/ noun 1. a piece of metal with 
a design in relief on the surface, used for 
printing an illustration by letterpress 
(NOTE: The US term is cut.) 2. a stamp used 
to press a design on a cover, with or 
without metal foil or ink 3. a wide printed 
bar m verb 1. to stamp a design on the cover 
of a book o a gold-blocked cover 2. a to 
block in to sketch roughly the main items 
of a design 

block capitals /,blok 
plural noun capital letters 
block diagram /blok 'darogram/ 
noun a graphical representation of a 
system or program operation 


'kzepit(o)lz/ 
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blocking /'blpkrp/ noun the process of 
stamping a design on the cover of a book, 
using gold leaf, foil or ink 
blocking die /‘blok1n dar/ noun a brass 
for stamping the cover of a book 
blocking foil /'bIpkin foil/ noun a film 
with a layer of gold or other metal, used to 
stamp designs on a cover 
blocking machine /'blokıy mo, fim, 
blocking press noun a machine which 
automatically stamps the covers of a run of 
books with a design and glues the metal 
foil to it 
block letter /blpk 'letə/ noun 1. a 
compressed sans serif typeface or indi- 
vidual letter 2. a capital letter 
blockmaker /'blokmerkə/ noun a 
person or company who makes the blocks 
for printing illustrations 
blockmaking /'blokmerkin/ noun the 
process of making printing blocks 
block markers /'blpk ,ma:koz/ plural 
noun two markers inserted at the start and 
finish of a section of data to indicate a 
special block which can then be moved or 
deleted or copied as a single unit 
block out /,blpk 'aot/ verb to cover up a 
section of type or part of an illustration o 
The art department will block out the two 
extra lines. 
block proof /'blok pru:f/ noun a proof 
contacted from a letterpress block 
block pull /'bIpk pul/ noun a proof taken 
directly from a block 
blog /blpg/ verb to create or run a weblog 
‘Employees are no different to 
customers. They are besieged by 
information from an increasing number 
of sources. It places a greater imperative 
on management to engage with staff first. 
In a world of blogs and RSS feeds, 
communications heads increasingly need 
to make instant decisions based on the 
speed at which news travels.’ [PR Week] 


blogger /'blpgo/ noun a person who 
creates or runs a weblog 

blogosphere /'blpgo,sfro/ noun the 
World Wide Web environment in which 
bloggers communicate with each other 
blogware /'blpgweo/ noun computer 
software tools for creating a weblog 
blotting paper /'blptig ,perpo/ noun 
absorbent paper, which is not sized or 
coated in any way, used to soak up excess 
ink 


blow up /,blou 'Ap/ verb to enlarge a 
photograph 

blowup /'blou,Ap/ noun a photograph or 
illustration greatly enlarged for exhibition 
purposes 

blue /blu:/ noun US a proof taken from a 
film contacted on coated paper. » diazo 
paper, ozalid, vandyke (NOTE: The usual 
UK term is ozalid.) 

blue key /'blu: ki:/ noun proofs taken 
from films contacted on coated paper, 
usually blue, but also possibly brown or 
black 

blue line key /'blu: lain ,ki:/ noun paper 
with a key for the page layout drawn in 
blue which disappears when filmed, on 
which camera-ready copy or artwork is 
positioned 

blue pencil /,blu: 'pensol/ nouna pencil 
used to mark corrections 

blue-pencil /,blu: 'pensil/ verb to edit a 
piece of writing by marking it, in order to 
shorten, censor or delete it 

blueprint /'blu:print/ noun 1. a photo- 
graphic copy of construction plans usually 
printed in white on blue paper 2. a detailed 
plan of something 

blueprint paper /blu:print ,perpo/ 
noun special coated paper, used to make 
blueprints. » diazo paper 

Bluetooth /‘blu:tu:6/ a trade name for a 
technology that enables portable electronic 
devices such as mobile phones, to connect 
with each other and the Internet 

blur /bls:/ noun an image where the edges 
or colours are not clear 

blurb /bI3:b/ nouna short piece of writing 
that praises and promotes something, espe- 
cially a paragraph on the cover of a book 
blurbwriter /'bI3:braito/ noun a person, 
usually a member of an advertising depart- 
ment, who writes blurbs for books 
blurred /bls:d/ adjective unclear because 
there is no distinct outline 

.bmp suffix a file extension for a bit map 
file 

BNB abbreviation British National Bibli- 
ography 

board /bo:d/ noun 1. thick sturdy mate- 
rial used to form the foundation of book 
covers, made from pressed fibres and 
usually covered with cloth or other mate- 
rial. » art board, ivory board, pulp board, 
chipboard, grey board, millboard, 
pasteboard, strawboard 2. one piece of 
this material, cut to size 3. the controlling 


bookbinding 





group of people in a company or organisa- 
tion also known as the board of directors 
COMMENT: Board is a stiff paper product 
used for binding books; heavy board is also 
used for making rigid boxes and cartons. 
Boards used in bookbinding can be divided 
into two groups: (a) boards, usually 180— 
280gsm, which are used for paperbacks (b) 
boards used for the front and back covers of 
cased books, usually covered with paper or 
a binding material such as cloth or leather. 
board meeting /'b»:d ,mi:tm/ noun a 
meeting of the directors to discuss 
company business 
board of directors /,bo:d ov dar 
'rektoz/ noun a group of directors elected 
by the shareholders to run a company 
board papers /'bo:d ,perpoz/ plural 
noun the endpapers, which are glued to the 
cover boards 
Bodleian /'bodlion/ noun the main 
library of Oxford University, one of 
England's copyright deposit libraries 
Bodoni /bo'doouni/ noun a typeface 
designed by Giambattista Bodoni in the 
17th century, with very thick stems and 
very thin serifs giving a rigid appearance 
body /'bodi/ noun 1. an official group of 
people 2. the main part of the text in a 
document 
body matter /'bodi ,mætə/ noun the 
main section of text excluding prelims and 
supplements 
body paper /‘bodi ,perpo/ noun thick 
paper used to make coated paper. Also 
called body stock 
body size /'bpdi saiz/ noun 1. the length 
of a section of text from top to bottom in 
points 2. the size of the metal body of a 
piece of type, measured from the top of the 
ascenders to the bottom of the descenders 
COMMENT: Both body size and body width 
are measured in points. The typeface may 
not be the same size as its body. If an 8pt 
face is cast on a 10pt body, this will have 
the effect of giving extra leading between 
the lines: this would be called ‘8 on 10 point’ 
or 8/10. 
body stock /'bodi stpk/ noun same as 
body paper 
body type /'bodi tarp/ noun US the font 
used for the main part of the text, as 
opposed to the style of type used for head- 
ings, notes, etc. 
body width /‘bodi wid@/ noun the size 
of the metal body of a piece of type, meas- 
ured across 
*Boekblad' noun a Dutch magazine 
dealing with publishing matters 


bogof /'bogpf/ noun the practice of 
giving free gifts to customers, e.g. one free 
item for each one bought. Full form buy 
one get one free 
boil down /,boil 'daun/ verb to condense 
or summarise something such as informa- 
tion or text 
boilerplate /'borləplert/ noun US fixed 
or formulaic language such as that used in 
legal forms and documents, e.g. powers of 
attorney and authors' contracts 
boilerplate contract  /'boiloplert 
,kontraekt/ noun a basic standard version 
of a contract that can be used again and 
again 
bold /boold/ adjective having darker, 
thicker lines than standard type, fonts or 
lettering m noun type, fonts or lettering 
with darker, thicker lines than is standard, 
used for emphasis m verb to set, print, or 
display text in bold type 
COMMENT: To show that a piece of text has 
to be set in boldface, a sub-editor will 
underline it with a wavy line. 
bold-condensed /,bauld kon'denst/ 
adjective boldface type which is narrower 
than normal 
boldface /bouldfers/ adjective, noun, 
verb PRINTING same as bold 
bolle-a noun the letter ‘a’ with a small 
circle over it (à), used in some Scandina- 
vian languages 
bolts /boults/ plural noun the folded 
edges of the pages of a book which has 
been gathered and sewn, but not trimmed 
(NOTE: If a book is bound in this state it is 
said to be ‘uncut’, that is, the pages are still 
folded at the head and foredge.) 
bond paper /'bond ,perpo/ noun good- 
quality paper weighing 60-100gsm, often 
used for correspondence 
book /bok/ noun a collection of pages 
containing text and sometimes pictures, 
bound together inside a cover 
book auction /'bok ,»:kf(o)n/ noun a 
sale of secondhand or rare books, where 
buyers bid for the books, the person 
making the highest bid buying the book 
book auction house /'buk ,»:kf(o)n 
,haus/ noun a company that specialises in 
the sale of old books by auction 
bookbinder /'bok,barndo/ noun some- 
body who binds books, especially as a 
profession 
bookbinding /'bok,baindry/ noun the 
art of binding books 


book block 





book block /'buk blpk/ noun a book that 
has been printed, folded, gathered and 
sewn ready for binding. Also called text 
block 

book bus /'bok bas/ noun a bus 
converted to act as a mobile library usually 
in residential areas 


bookbuyer /'buk,baro/ noun a person 
who buys books, especially wholesale for a 
large bookshop 

bookcase /'bukkers/ noun a piece of 
furniture with shelves for books 

book cloth /'buk kIp0/ noun a covering 
material for cased books, especially library 
editions 


book club /'bok klab/ noun a system of 
buying and selling books by post, usually 
on specialist subjects 
COMMENT: Book clubs do not always 
charge their members a subscription, 
though members usually have to guarantee 
that they will purchase a certain number o 
books from the club each year. For the 
publisher, the sale of a title to a book club is 
a useful (and sometimes crucial) increase 
to the print run, as it is assumed that mos 
book club members would not purchase the 
book through a bookshop if it were no 
offered to them by the club. The publisher 
usually sells the book to a club at a discoun 
off the normal published price and the club 
sells it to its members at a similar discount. 
If the publisher sells the book at 75% off the 
retail price, the club will resell it at 25% 
below the retail price. So a book retailing a 
£16 will be sold by the publisher to the club 
at £4 and the club will sell it to the members 
at £12. Some discounts are higher than 
this, and are similar to remainder prices. 
book club choice /'bok klab ,t fors/ 
noun a book that has been chosen by a 
book club as a special offer for its members 
o His novel is the Book Club Choice for 


November. 

book club edition /bok klab 1 
,drf(o)n/ noun an edition of a book 
specially printed and bound for a book club 
for sale to its members 

book club price /'bok klab ,prars/ 
noun a special price for members of a book 
club, usually 7596 or less of the normal 
retail price in the publisher's edition 
book club rights /bok klab ,raits/ 
plural noun the right to publish a book in a 
book club edition 

book club selection /'bok klab sr 
Jekfon/ noun a book that is specially 
chosen as a lead title for a book club 
book cover /'bok ,kAvo/ noun a paper 
cover which is put on a book to protect it or 








to make it attractive. Also called book 
jacket, book wrapper 


book design /'bok dı,zarn/ noun the 
design of a book, both the typography and 
the page layout 


book designer /'bok dr,zarmno/ noun a 
person who designs books 


BookExpo America /,bukekspsu o 
'meriko/ noun a book fair held in Chicago 
in May/June, formerly called the ‘ABA’ 


book export /'buk ,ekspo:t/ noun a 
book produced in one country and sold in 
another 


book fair /'bok feo/ noun a trade exhibi- 

tion with the object of publicising, selling 

and exchanging books 
COMMENT: The major international fairs are 
held all year round. The most important are 
the London Book Fair (March); the Bologna 
Book Fair (March/April); the Paris Salon du 
Livre (March); the BookExpo America 
(May/June); the Moscow Book Fair 
(September); the Frankfurt Book Fair 
(October). There are many other book fairs 
in various countries; and many specialised 
fairs as well. Book fairs have existed as 
meetings for trade since books were 
invented: the Frankfurt Book Fair existed 
even in the later Middle Ages. Originally 
they were places where merchants could 
buy and sell manuscripts; they have always 
had an international element, and even the 
earliest book fairs were patronised by 
dealers from various countries in Europe. 
Book fairs can now be divided into two main 
categories: (a) rights fairs (like the Frankfurt 
Book Fair, or the London Book Fair), where 
publishers sell rights in books to publishers 
from other countries, and also meet agents 
and representatives; and (b) selling fairs 
(such as the Geneva Book Fair) where 
books can be sold to the visitors from the 
stands. 


book inks /'buk rpks/ plural noun inks 
that are used for printing the text of books 
book jacket /'buk ,d3zkit/ noun same 
as book cover 

book learning /'buk ls:n1n/ noun 
knowledge obtained from books instead of 
from experience 

booklet /'boklot/ noun a small book with 
a paper cover, often used for information 
book list /'buk l1st/ noun a list of books 
on a specific subject or by a particular 
author 

booklore /'buklo:/ noun information 
about books, especially their authors and 
the circumstances of their publication 
bookmaker /'bokmeirko/ noun a book 
designer, printer or binder 


booth 





bookmark /'bukma:k/ noun 1. a narrow 
strip of material or paper used to mark the 
place in a book where the reader has 
stopped reading temporarily 2. a code used 
by a multimedia title or web browser that 
allows the user to go back to the same point 
again in the future 3. the address of an 
Internet site, saved so that the user can 
easily return to the site m verb to add an 
Internet address to a list of bookmarks 
book market /'buk ,markit/ noun the 
number of potential buyers for books 
book paper /'buk ,perpo/ noun special 
paper used for printing books 

book plate /'bok plert/ noun a deco- 
rated piece of paper stuck in the front of the 
book with the name of the owner written or 
printed on it 

book post /'bok poost/ noun specially 
cheap postage rates for sending books 
book proofs /‘buk pru:fs/ plural noun 
page proofs of a book which are bound up 
in a paper cover, often used as advance 
proofs 

book publisher /'bok ,pAblrfo/ nouna 
company that publishes books 

book review /'buk rr, vju:/ noun critical 
comments on a book, especially when it is 
first published 

book reviews page /'bok ri,vju:z 
,peid3/ noun a page in a newspaper which 
gives reviews of recent books, and usually 
carries advertisements from publishers 
bookseller /'bukselo/ noun a person or 
company that sells books 

‘Bookseller, The’ /ó» 'bokselo/ noun a 
journal providing information especially 
interesting to booksellers and publishers 
Booksellers Association, The /ðə 
‘bukseloz o,sousier/(o)n/ noun an organ- 
isation representing the interests of British 
booksellers. Abbr BA 

Booksellers Clearing House 
/,bukseloz 'klrorin ,haus/ noun a system 
used in the UK for payments of publishers’ 
accounts by booksellers. Each bookseller 
adds together the total of the accounts due 
to all publishers, and sends them with one 
cheque to the clearing house, which then 
consolidates the payments from all the 
booksellers and settles each publisher’s 
account separately. 

bookselling /'buk,selr/ noun the busi- 
ness of selling books 

bookshop /'bukfop/ noun a shop that 
specialises in selling books 


book signing /'buk ,saınıy/ noun an 
occasion on which an author visits a book- 
shop and signs copies of the book which 
members of the public have bought 
bookstall  /bokstoY/,  bookstand 
/‘bukstzend/ noun a table in a market or 
fair where books are sold 

bookstore /'buksto:/ noun 1. a space in 
a library devoted to storage of books and 
documents not frequently used 2. US same 
as bookshop 

book token /'buk ,toukon/ noun a card 
bought to give as a gift which can only be 
used to buy books 

book trade /'bok trerd/ noun the busi- 
ness of buying and selling books 

Book Trust /'buk trast/ noun an inde- 
pendent body, formerly known as the 
National Book League, which promotes 
books and reading and also offers an infor- 
mation service 

book value /'buk ,velju:/ noun the 
value of an asset as recorded in the 
company's books 


book wholesaler /'houlseil ,bukselo/ 
noun same as Wholesale bookseller 
(NOTE: US English is book jobber.) 
bookwork /'bokwa:k/ noun the keeping 
of financial records 


bookworm /'bukw3:m/ noun a person 
who is very fond of reading 


‘Cardiff is a city of bookworms, 
compared to its European counterparts. 
Each resident takes out an average of 
seven books a year [from the library] — 
above the European average — but not a 
patch on Ljubljana in Slovenia, where the 
figure is 21 books a year.’ [South 
Wales Echo] 


book wrapper /'bok ,raepo/ noun same 
as book cover 

Boolean /bu:lion/ adjective using a 
system of symbolic logic that uses combi- 
nations of logical operators such as ‘AND’, 
‘OR’ and ‘NOT?’ to determine relationships 
between entities. Boolean operations are 
extensively used in writing computer 
programs and in computer searches using 
keywords. 

boost /bu:st/ verb to increase something 
o to boost the market for books 

booth /bu:ó/ noun US a separate section 
of a commercial fair where one company 
exhibits its products or services (NOTE: The 
GB English for this is stand.) 


borax 





borax /'bo:reks/ noun a chemical 
substance used to develop photographic 
film quickly 

border /'bo:do/ noun a strip, line or band 
around the edge of something 
born-digital /,bo:n 'didzait(o)l/ adjec- 
tive of a document, created and stored in a 
digital format and not existing in hard copy 
borrow /'bprou/ verb to take something 
away temporarily with the intention of 
returning it 

borrower /'bprooo/ noun a person who 
borrows something o Borrowers are 
allowed to keep library books for two 
weeks. 

borrowings /bporoouimz/ plural noun 
books borrowed from a library 
*Bórsenblatt' noun a German weekly 
magazine dealing with publishing matters 
bottleneck /'bpbt(o)Inek/ noun a situa- 
tion in which one section of an operation 
cannot cope with the amount of work it has 
to do, and business activity is slowed down 
as aresult o There is a serious bottleneck in 
the production department. 

bottom /'bptom/ noun the lowest part or 
point o The folios are centred at the bottom 
of each page. 

bottom line /ibotom ‘latn/ noun the 
most important consideration in a discus- 
sion 

bottom margin /bptom 'ma:d3in/ 
noun the margin along the bottom of a 
page. Also called foot margin 

bottom out /,bptom 'aut/ verb US to 
arrange the typeset text so that there are no 
widows or orphans 

bottom space /,bptom 'spers/ noun 
blank lines at the bottom of a page of 
printed text 

bought ledger /‘bo:t ,led3a/ nounsame 
as purchase ledger 

bound /baund/ adjective used to describe 
a book or other written document that has 
a permanent, usually hard, cover 
bounding box /'baundryg bpks/ noun a 
rectangle that determines the size, position 
and shape of a graphic image or video clip 
bourgeois /'buo3wa:/ noun a type size 
now no longer used, equivalent to 9 point 
bow /bau/ verb to curl or not lie flat 


COMMENT: The pages of a book will bow if 
the book is printed with the grain of the 
paper running across the page, as opposed 
to down the page from top to bottom. 


bowdlerise /‘baudloraiz/, bowdlerize 
verb to change a text by omitting anything 
which may be thought to be offensive; so 
called after Thomas Bowdler who in 1818 
‘cleaned up’ an edition of Shakespeare's 
plays 

bowl /boul/ noun a line forming the 
rounded part of a letter, such as the round 
part of a ‘b’, ‘p’ or ‘c’ 

box /bpks/ noun 1. a cardboard, wooden 
or plastic container o The books were sent 
in strong cardboard boxes. 2. a straight 
rule running round a section of text or an 
illustration o The sections in boxes give 
hints on legal problems. 

box board /'boks bo:d/ noun the board 
used for making cardboard boxes 

boxed /bpkst/ adjective put in a box or 
sold in a box 

boxed set /,bokst 'set/ noun a set of 
books sold together in a box 

box file /'boks fail/ noun a cardboard 
box for holding documents 

box in /,bpks 'in/ verb to surround a 
section of text with a rule 

box number /'boks ,nambo/ noun a 
number used as an address, often in reply 
to an advertisement in a newspaper or 
magazine 

bpi abbreviation bits per inch 

BPIF /,bi: pi: ar 'ef/ noun an organisation 
representing the interests of British 
printing companies. Full form British 
Printing Industries Federation 

BPOP abbreviation bulk-packed on 
pallets 

BPP abbreviation bits per pixel 

BPS, bps abbreviation bits per second 
brace /breis/ noun either of a pair of 
symbols, ( }, used singly in printing or 
writing to group items together in a table or 
list or as a pair in mathematical formulae. 
Also called curly bracket 

bracketed /'brekitid/ adjective joined 
to the main part of a letter with a curved 
line 

bracketed serif /,brzekitid 'serif/ noun 
a serif which is joined to the main part of a 
letter with a curved line 

bracket together /,brekit to'geóo/ 
verb to print brackets round several items 
to show that they are treated in the same 
way and separated from the rest of the text 
Braille /breil/ noun a system of printing 
that enables blind people to read by feeling 


bring out 





with their fingers letters which are printed 
as groups of raised dots 

Brailler /'breilo/ noun a machine similar 
to a typewriter that prints Braille 

brake /breik/ noun a device which regu- 
lates the tension of paper as it runs through 
a machine 

branch /bra:nt f/ noun a local subsection 
of a business or organisation 

brand /brend/ noun a carefully- 
constructed image attached to a company 
and their products, recognisable by a name 
or logo 

brand image /,brznd 'ımıd3/ noun the 
picture that people have in their minds of a 
product associated with the brand name 
brand new /,brend 'nju: adjective 
completely new, direct from the manufac- 
turer 

brass /bra:s/ noun an alloy made of 
copper and zinc 

brass rule /,bra:s 'ru:l/ noun a rule 
made of brass, used for long lines or 
borders in letterpress 

brayer /'brero/ noun a roller for putting 
ink on a plate by hand, when taking proofs 
breach of contract /bri:tf ov 
'kontraekt/ noun failure to carry out the 
terms of an agreement 

breach of warranty /bri:t ov 
‘woronti/ noun failure to do something 
that is a part of a contract 
breadcrumbs  /bredkramz/ plural 
noun a form of navigation on a webpage in 
which its location is indicated by a hierar- 
chical list of pages above the current one, 
leading up to the main page 

break /breik/ noun 1. a point at which a 
word is split at the end of a line o We must 
check the page proofs for bad breaks. 2. a 
point at which something or somebody 
stops working o She typed for two hours 
without a break. o The print run was held 
up by several paper breaks. 

break down /bretk 'daun/ verb to sepa- 
rate something into smaller parts so that it 
is easier to deal with 

breakdown  /breikdaun/ noun a 
summary, explanation or analysis of data 
items collected 

breaker /'breiko/ noun a vat in which 
paper pulp is broken and washed before 
being bleached 

break even /brerk 'i:v(o)n/ verb to 
make enough money to cover one's 


expenses but making neither a profit nor a 
loss 

breakeven point  /breikj:v(o)n 
,point/ noun the point at which sales cover 
costs, but do not show a profit o The 
breakeven point for this title is 4,562 
copies. 

break line /'breik larn/ noun the last 
line, usually a short line, at the end of a 
paragraph 

break off /,brerk 'pf/ noun an editor’s 
instruction to a typesetter showing that text 
has to start a new line 

break up /,bretk 'Ap/ verb to take a 
forme of type apart when it is no longer 
needed and distribute the pieces of type 
breve /bri:v/ noun a symbol used above a 
vowel to show that it is pronounced short 
(NOTE: The breve is used particularly in 
printing Latin poetry.) 

brevier /bro'vio/ noun an old type size 
equivalent to 8 point 
bricks-and-mortar /,briks on 'mo:to/ 
adjective conducting business in the tradi- 
tional way in buildings such as shops and 
warehouses and not being involved in e- 
commerce. Compare clicks-and-mortar 


bright /brait/ adjective clear and light o 
The jacket must be brighter, with more red 
and yellow. o We need a bright design for 
the title page. 


bright and unmarked /,brait on an 
'ma:kt/ adjective of a book, especially a 
second-hand book, with no fading, dirtying 
or marks on the pages caused by e.g. 
fingerprints or smudges 

brighten /'brart(o)n/ verb to make 
brighter o Can you brighten up this cover 
design? 

brilliant /'briljont/ noun an old type size 
equivalent to 4 point 

bring down /,brin 'daun/ verb 1. to put 
something lower down o Can you bring 
down the illustration to the bottom of the 
page? 2. to make smaller o If we brought 
the point size down to 7 point, what effect 
would this have on the extent? o By 
bringing the captions down to 4 point, we 
risk making them illegible. 

bring forward /,brig 'fo:wod/ verb to 
make something happen earlier o The 
publicity department wants us to bring 
forward the publication date. 

bring out /,bri 'out/ verb to publish a 
new book o We hope to bring out the series 


brisk 





in time for Christmas. o They brought out a 
book on British football. 

brisk /brisk/ adjective selling actively o 
The demand for gardening books is partic- 
ularly brisk at this time of year. 

Bristol /'brist(9)) bo:d/, Bristol board 
noun fine white card made of several 
sheets stuck together, used especially for 
printing visiting cards and business cards 
Briticisation, ^ Briticization noun 
changing the spelling and style of a book 
writen in English from American to 
British English 

Briticise, Briticize verb to change the 
spelling and style of a book written in 
English from American to British 

British /'britrf/ adjective relating to 
Great Britain 

British Books in Print /,brit1f buks 
In 'print/ noun a publication containing 
bibliographical details of all published 
books in the UK. Abbr BBIP 

British National Bibliography 
/ britrf ,nzef(o)nol ,bibli'pgrafi/ noun an 
organisation which issues a weekly list in 
printed form and on CD-ROM of all the 
books published in Great Britain and 
produces monthly and annual cumulative 
indexes. Abbr BNB 

British Printing Industries Federa- 
tion  /brirf ‘prmtm — ,mdostri:z 
,fedorerf(o)n/ noun full form of BPIF 
British Society of Indexers /,britif 
so,saroti ov 'indeksoz/ noun a support 
association for professional indexers. Abbr 
BSI 

British Standards Institution 
/ britrf 'staendodz ,institju:f(o)n/ noun 
the approved British body for the prepara- 
tion and publication of national standards 
for the production of goods and services. 
Abbr BSI 

British Talking Book Service for 
the Blind noun an organisation which 
arranges for written materials to be 
recorded on to audio tape so that blind 
people can listen to them 

British traditional market /,britif tro 
'drf(o)nol ,markit/ noun the areas of the 
world representing the old British Empire, 
including Australia, New Zealand, 
Canada, India and much of Africa and the 
Caribbean. » European rights 


COMMENT: Publishing contracts between 
British and American companies formerly 
allotted the British traditional market to the 
British publisher, leaving the USA itself (and 


usually Canada) to the American publisher. 
This arrangement is now not so common, 
and territories like Australia are becoming 
‘open’ or indeed are the subject of special 
territorial licences. 
broad /bro:d/ adjective comprehensive in 
content, knowledge, experience, ability or 
application 
broadband /'bro:dbend/ noun a 
connection to the Internet that allows it to 
remain connected while still using phone 
and fax facilities on the same line, since 
many signals can be transmitted simultane- 
ously m adjective able to transfer large 
amounts of data at high speed 
broadcast  /'bro:dka:sst/ noun a 
programme made for transmission on radio 
or television m verb 1. to send out words, 
music or signals by radio waves 2. to make 
something widely known 
broadcasting rights /bro:dka:strg 
raits/ plural noun the right to perform a 
play or to read sections of a book or other 
work on radio 
broad fold /'br»:d fauld/ noun a way of 
folding sheets of printed paper to form a 
book, so that the grain of the paper runs 
from top to bottom of a page, parallel to the 
spine of the book 
broadsheet /'bro:dfi:t/ noun anything 
printed on large sheets of paper, but espe- 
cially one of the more serious newspapers 
broadside /'bro:dsaid/ noun 1. an uncut 
sheet of paper 2. paper which has printing 
on one side only and is not folded, such as 
an advertising poster 3. US a publicity 
leaflet 4. US a landscape page, which is 
printed sideways reading from bottom to 
top, used for tables and charts 
brochure /'brəufə/ noun a magazine or 
booklet with pictures giving information 
about a product or service 
COMMENT: A brochure usually has only a 
few pages (typically 8 or 16) and is not 
sewn, but can be saddle-stitched. It usually 
has a self-cover. 
brochure site /broofo sait/ noun a 
website that gives details of a company's 
products and contact information 
broke /brook/ noun odd bits of paper 
collected during the papermaking process 
and reused 
broken line /,brookon 'larn/ noun a line 
made of a series of dashes 
broken ream /,brauken 'rizm/ noun 
paper left from a ream which has not been 
used up on the previous job 


bulk 





bromide paper /'broomaid ,peipo/, 
bromide /'broumaid/ noun photosensitive 
paper used to make bromide prints 
bromide print /broumaid/, bromide 
/'broomaid print/ noun a photographic 
print from a typeset film, a positive photo- 
graphic print from a negative or the 
finished print from a phototypesetting 
machine printed on shiny photographic 
paper o The typesetter has sent us the 
bromides for checking. o Can you supply a 
bromide of the corrections to pages 124 
and 125? 

bronzing /‘bronzin/ noun the process of 
sprinkling metal dust on freshly printed or 
varnished sheets to give a metallic effect 
brown paper /,braun 'perpo/ noun 
thick paper for wrapping parcels 

browse /brauz/ verb 1. to look through a 
book, magazine, database or shop in a 
casual way without definite intentions 2. to 
view data in a database or online system 
browser /'brauzə/ noun a software 
program that is used to navigate through 
World Wide Web pages stored on the 
Internet. » web browser 

browsing /'brauzi/ noun the act of a 
user moving through text or a multimedia 
application in no particular order 

brush coating /'brAf ,koutry/ noun the 
process of coating paper by painting it with 
brushes in a special machine 

brush up /,braJ 'Ap/ verb to refresh or 
renew one's knowledge of or skill in some- 
thing 

B series /'bi: ,stori:z/, B sizes plural 
noun ISO recommended paper sizes for 
posters and other large printed items, the 
basic size being 1414 x 1000mm. » A 
series, C series 

BSI abbreviation 1. British Society of 
Indexers 2. British Standards Institution 
bubble /‘bab(a)l/ noun a round shape 
containing the ‘spoken’ words in a cartoon 
Buchmesse  /boxmeso noun a 
German book fair, such as the Frankfurt 
Book Fair 

buckle /'bAk(a)l/ verb to swell because of 
heat 

buckle folder /'bAk(2)l ,fouldo/ noun a 
device for folding paper where the sheet is 
made to buckle by pulling it through rollers 
against a metal plate 

buckle folding /'bAk(o)l ,fouldrp/ noun 
a method of folding paper where the sheet 


is made to buckle by pulling it through 
rollers against a metal plate 
buckling /‘baklin/ noun distortion and 
bending of film due to heat or dryness 
buckram /'bAkrom/ nouna coarse cotton 
or linen fabric that has been stiffened with 
starch, gum or latex, used in bookbinding 
budget /'bAdzit/ noun a financial plan 
showing how much money is available and 
how it is proposed to spend it m verb to 
allow pre-determined amounts of money 
for specific purposes 
budgetary control /,bAdsit(o)ri kon 
'traul/ noun the act of keeping a check on 
spending 
budget variance /,badzit 'veorions/ 
noun the difference between the cost as 
estimated for a budget and the actual cost 
buff /baf/ adjective having a pale brown 
colour, as of manilla envelopes 
buffer /'bafə/ noun a temporary storage 
area for data being transmitted between 
two devices that function at different 
speeds. A buffer enables a faster device 
such as a computer to complete sending the 
data and begin another task without 
waiting for a slower device such as a 
printer. 
bug /bag/ noun 1. a problem or mistake in 
a computer program 2. a tracking or 
surveillance device 
build /bild/ verb to make a list by 
publishing a series of titles o The new 
editor has a lot of list-building experience. 
build into /'bıld ,mtu:/ verb to add 
something to a thing that is being set up o 
You must build all the forecasts into the 
budget. 
build up /,bild 'Ap/ verb 1. to create 
something by adding pieces together o He 
bought several small lists and gradually 
built up a publishing company. 2. to 
expand something gradually o to build up 
a profitable business o to build up a team 
of salesmen 
bulk /balk/ noun the thickness of paper m 
verb a to bulk up to use bulky paper to 
make a book appear thicker o The book is 
only 96 pages but we bulked it up so that 
we can price it at £9.99. 
COMMENT: In Europe, paper bulk is 
measured either in microns (the thickness 
of one leaf) or by giving a volume factor 
which gives the bulk in millimetres of 200 
pages of 100gsm. In the USA, bulk is 
measured by the number of pages per inch 


of thickness (p.p.i.). Hardwood pulp 
produces paper which is bulkier than 
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Softwood. Bulky mechanicals are used 
particularly for paperbacks. Light bulky 
paper (such as antique featherweight) is 
used for children's books. 
bulk buying /,balk 'barr/ noun the act 
of buying a large quantity of something to 
obtain a cheaper price. Also called bulk 
purchase 
bulk factor /‘balk ,fzkto/ noun US a 
way of measuring paper bulk according to 
the number of pages of a particular type of 
paper which make one inch in height 
bulking /‘balk1n/ noun the general thick- 
ness of a book 
bulking dummy /'bulkrg ,dami/ noun 
a dummy book, made with the correct 
paper and binding, to test its weight, bulk 
and overall appearance 
bulking index /'bulkrg ,ndeks/ noun 
US a measurement of paper bulk, calcu- 
lated by dividing the thickness in p.p.i. by 
the basis weight. See Comment at bulk 
bulking number /'bulkıy ,nambo/ 
noun a measurement of the number of 
sheets per inch 
bulking paper /'bulkrg ,perpo/ noun 
specially thick paper which is used to make 
a book thicker 
bulk order /,balk 'o:do/ noun an order 
for a large quantity of material 
bulk-packed on pallets /,balk pekt 
pn 'palits/ adjective packed loose on 
pallets but shrink-wrapped for security o 
Paper is often bulk-packed on pallets as 
distinct from ream-wrapped. Abbr BPOP 
bulk purchase /,balk 'pas:tfrs/ noun 
same as bulk buying 
bulk shipment/,balk '/rpmont/ nouna 
shipment of a large quantity of goods 
bulk stock /'bAIk stpok/ noun a large 
quantity of stock of a book, held in a sepa- 
rate part of the warehouse from the bin 
stock 
bulk wrapping /‘balk ,raeprp/ noun the 
wrapping of several copies of a magazine 
or small book for dispatch 
bulky /'balki/ adjective referring to paper 
which is thick and heavy o We used espe- 
cially bulky paper for the children's books. 
bullet /'bulit/ noun a large printed dot 
used to highlight items in a printed list 
bulletin board /'bulitin bo:d/ noun an 
electronic discussion network and infor- 
mation database 
bullet point /bult 
PRINTING same as bullet 


point/ noun 


bumf /bamf/ noun unwanted or uninter- 
esting printed material, especially official 
forms and documents 

bump colour /bamp ,kalo/ noun a 
special colour added to a four-colour sepa- 
ration to enhance tonal range 

bundled service /,bAnd(o)ld 'sa:vrs/ 
noun a collection of several different serv- 
ices sold as a package 

bundling /bAndli/ noun 1. the act of 
tying items up into bundles for transport, 
such as packs of newspapers or magazines 
2. the act of stacking printed and folded 
sections for storage until required, with the 
foredge alternately to the right and left side 
of the stack so that the pile stays flat 3. US 
the act of pressing sewn signatures so that 
they lie flat 

burin /'bjoorin/ noun a tool like a needle 
used to engrave on copper plates 

burn /ba:n/ noun the length of exposure 
of a metal plate m verb to copy data on to a 
CD-ROM or DVD-ROM. It can then be 
used to transport the content or to create 
multiple copies. 

burnish /'ba:n1f/ verb to smooth out any 
wrinkles in a paste-up board where the 
galleys have been affixed 

burnishing /bs:nrfip/ noun 1. the 
process of making gold or silver stamping 
sharper by running the paper through the 
press a second time, with copper foil 
covering the die 2. the process of polishing 
the gold or silver leaf on edges of books to 
give it a brighter appearance 

burst binding /,bs:st 'barndin/ noun a 
type of perfect binding where the collated 
pages are slashed in the spines before the 
glue and covers are put on 

burster /'bs:sto/ noun a machine that 
cuts continuous stationery into separate 
sheets 

burst test /'bs:st test/ noun a test of the 
strength of paper 

burst tester /'bs:st ,testo/ noun a 
device for testing the strength of paper 
bus /bas/ noun 1. a communication link 
consisting of a set of leads or wires which 
connects different parts of a computer 
hardware system, and over which data is 
transmitted and received by various 
circuits in the system 2. a central source of 
information which supplies several devices 
business card /'biznis ka:d/ noun a 
small card giving the name and business 
details of a person 


byte 





business college /biznis ,kolid3/ 
noun a college which teaches general busi- 
ness methods 

business expenses /biznis 1k 
,Spensiz/ plural noun money spent on 
running a business, not on stock or assets 
business plan /'biznts plaen/ noun a 
proposal for a new business, presented to a 
bank or other institution when asking for a 
loan 

butt register /bat ,redsisto/ noun a 
printed register in which adjacent printed 
areas meet precisely at the edges, without 
overlap or a gap between them. Compare 
lap register 

buy /bay/ verb to get something by paying 
money o fo buy wholesale and sell retail o 
to buy for cash o He bought 10 tonnes of 
paper. o The company has been bought by 
its leading supplier. 

buy around /,bar o'raund/ verb to buy 
stock of books in contravention of exclu- 
sive market arrangements o Some 
Australian bookstores may try to buy 
around to get books more cheaply than 
from the exclusive distributors. 

buyer /'baro/ noun 1. a person who buys 
something 2. a person who buys goods 


from a wholesaler, which are then stocked 
by a large store 3. a publisher who buys the 
reprint rights in a book from the original 
publisher, especially the right to reprint the 
book in another country 


buyers’ market /'baroz ,ma:kit/ noun 
a market in which products are sold 
cheaply because there are few buyers 


buy in /,bar 'ın/ verb to buy a book ready 
made and publish it, rather than editing it 
from the manuscript o We rely on bought- 
in titles to build up the list. 

buying /'barin/ noun the act of getting 
something in exchange for money 
buying department  /bang di 
ppa:tmont/ noun a department in a 
company which buys raw materials or 
goods for use in the company 

buying forward /, barın 'forwod/ noun 
same as forward buying 

byline /'barlam/ noun a line giving the 
name of the author of a newspaper or 
magazine article 

byte /bait/ noun a measurement used to 
express data or memory capacity of a 
computer 


© symbol a symbol denoting copyright, 
placed by law before the name of the owner 
of the copyright and the year of first publi- 
cation 


COMMENT: The symbol adopted by the 
Universal Copyright Convention in Geneva 
in 1952. Publications bearing the symbol 
are automatically covered by the 
convention. The copyright line in a book 
should give the © followed by the name of 
the copyright holder and the date. 


C abbreviation 1. PUBL chapter 2. HIST circa 
C18 abbreviation coated one side 

C2S abbreviation coated two sides 

CAD /kzed/ abbreviation computer-aided 
design 

CAD/CAM /'kzd kæm/ noun interaction 
between computers used for designing 
products and those used for manufacturing 
them 

caesura /si'sjooro/ noun a break in a 
line of poetry 

caked /keikt/ adjective relating to type 
that has become stuck together 
calculation /,kalkjo'ler f(o)n/ noun the 
answer to a problem in mathematics 
calendar /'kalindo/ noun a printed table 
or chart which shows the days, weeks and 
months of the year 

calendar month /'kælındə man0/ 
noun a period of time, usually 30 or 31 
days, measured according to an established 
western calendar rather than natural 
changes of the moon 

calendar year /,kzlindo 'jrə/ noun a 
period of time, usually 12 months, meas- 
ured according to an established western 
calendar rather than natural changes of the 
moon 

calender /'kalondo/ noun a series of 
pairs of rollers through which paper is 
passed to give it a smooth finish m verb to 
pass paper through rollers so that it has a 


shiny finish o The book is printed on calen- 
dered paper. 
calendering /'kzlondorm/ noun the 
process of rolling paper to give it a smooth 
finish. » supercalendering 
calender stack /'kzlondo stæk/ noun 
a set of rollers for calendering paper 
Calf /ka:f/ noun a soft leather used for 
binding books 
calf cloth /‘ka:f kIp0/ noun imitation 
leather made of woven material 
California job case /kzlr'fo:nio 
,dapb kers/ noun a case for metal type, 
where the upper and lower case characters 
are on the same level, now rarely used 
caliper /'kalrpo/ noun 1. a type of meas- 
uring instrument which calculates the 
thickness of paper 2. the thickness of paper 
COMMENT: In the UK, paper was formerly 
measured in mils (1 mil = one thousandth of 
an inch), but it is now measured in microns 
(1 micron = one thousandth of a millimetre). 
Mils are still used in the USA. 
call /k»:l/ noun 1. a conversation on the 
telephone 2. a visit to somebody's house o 
The reps make six calls a day. 
calligrapher /ko'ligrofo/ noun a person 
who specialises in drawing letters 
calligraphic pen /‘keligreftk pen/ 
noun à pen with a special nib, used for fine 
drawing of letters 
calligraphy /ka'ligrafi/ noun the artistic 
use of handwriting 
call-out /'ko:l ,aut/ noun a piece of text 
which identifies some part of an illustra- 
tion, often connected to that part by an 
arrow or line 
call rate /'ko:l reit/ noun the number of 
calls per day or per week made by a sales- 
person 
call up /,ko:l 'Ap/ verb to instruct a 
computer to find and display a particular 
piece of information 
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camera /'kam(o)ro/ noun a machine 
which takes photographs, especially in 
printing, a machine which takes photo- 
graphs of the made-up pages of a book 
camera-ready /'kæm(ə)rə ,redi/ adjec- 
tive relating to material in its final publish- 
able format, ready to be photographed or 
electronically scanned for the purpose of 
preparing printing plates 

camera-ready copy /,kzm(o)ro ,redi 
'kpopi/, camera-ready paste-up 
/,kaem(o)ro ,redi 'peist ,Ap/ noun a type- 
script which is ready to be photographed as 
part of book production. Abbr CRC, CRPU 
Cameron press /kzm(o)ron pres/ 
noun a type of rotary letterpress printing 
machine, in which plastic plates are 
attached to an endless belt, as opposed to 
cylinders 

campaign /kzem'pem/ noun a planned 
method of working 

cancel /'kzns(2)l/ verb to cause some- 
thing such as a cheque or reservation to be 
no longer valid m noun a set of printed 
pages (or a single leaf) which take the 
place of other pages in a printed book o We 
printed a four-page cancel for the prelims 
of the book club edition. 

cancellation /,kznso'lerf(o)n/ noun an 
instruction to say that something is no 
longer needed 

cancellation clause /,kznso'lerf(o)n 
klo:z/ noun a clause in a contract which 
states the terms on which the contract may 
be cancelled 

c&lc abbreviation caps and lower case 
C&sc abbreviation caps and small caps 
cap /kep/ abbreviation capital letter 
capacity /ko'pesiti/ noun 1. the amount 
that something can hold 2. (in industry) the 
amount that can be produced or work that 
can be done 

cap height /'kzp hait/ noun the height 
of a capital letter from the base line to the 
top 

capital /'kzprt(o)l/ noun money that is 
used to set up a business or invested to 
make more money 

capital assets /kepit(s)l ‘zsets/ 
plural noun property such as machines or 
equipment which a company owns and 
uses 

capital equipment /kzpit(o) 1 
'kwipmont/ noun equipment which a 
factory or office uses to work 


capital expenditure /k:zpit(o)) rk 
'spenditfa/ noun money spent on equip- 
ment or buildings 

capitalisation /,kzprt(o)lar'zerf(o)n/, 
capitalization noun the act of putting a 
word into capital letters 

capitalise  /kzpitolarz/, capitalize 
/'keepit(a)latz/ verb 1. to write a word in 
capital letters o The name of the company 
is always capitalised in notices to share- 
holders. 2. to supply money to a working 
company 

capitalise on /'kzpit(o)larz pn/ verb to 
make a profit from o They capitalised on 
the popularity of the author's TV show. 
capital letter /,kzeprt(o)l "leto/ noun the 
upper case form of a letter used at the 
beginning of sentences and names, e.g. A, 
B, C as opposed to a, b, c. Abbr cap 

cap line /'kæp lam/ noun a line marking 
the top of a series of capital letters 

caps and lower case noun a style of 
setting where the first letters of the main 
words are in capitals, and the rest of the 
words in lower case. Abbr c&lc 

caps and small caps, caps and 
smalls plural noun capitals and small capi- 
tals, a style of setting where the first letter 
of each word is a capital, and all the other 
letters are small capitals. Abbr c&sc 
caps lock /'kzps Ipk/ noun a key on a 
keyboard that allows all characters to be 
entered as capitals 

caption /kapfon/ noun a note or 
heading to a picture or illustration m verb to 
print a caption 

captive market /kzptiv 'ma:kıt/ 
noun a market in which one supplier has a 
monopoly and buyers have no choice over 
the product that they must purchase 
capture /'kapt [o/ verb to obtain control 
over something o to capture the market 
carbon black /'ka:bon blek/ noun a 
very black pigment used in making 
printing ink 

carbon process /ka:bon ,prouses/ 
noun a colour correction process used in 
gravure, involving three-colour carbon 
tissues. Also called wet carbon process 
carbon tissue /,ka:bon 'trfu:/ noun 1. 
thin paper with a coating of carbon powder 
2.a sheet of light-sensitive material used in 
photogravure 

Carbro process /'ka:brəu ,prouses/ 
noun a colour correction process used in 
gravure printing, where each process 
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colour is carried on gelatine to allow the 
colour to be checked 

card /ka:d/ noun a piece of thick, stiff 
paper 

cardboard /'ka:dbo:d/ noun thick, stiff 
paper used for making boxes 

cardboard box /,ka:dbo:d 'boks/ noun 
a box made of cardboard 

cardboard tube /ka:dbo:d 'tjurb/ 
noun a tube made of cardboard, used for 
sending posters or covers rolled up inside 
card chase /'ka:d tfers/ noun a small 
chase for type or plates to print business 
cards and other small items of stationery 
card index /'ka:d ,ndeks/ noun a series 
of cards, usually standard size 12.5 x 7.5 
cm, used to record holdings and kept in 
specially designed drawers or boxes 
card-index /'ka:d ,indeks/ verb to put 
information onto a card index 
card-index file /ka:d ,imndeks fail/ 
noun information kept on filing cards 
card-indexing /'ka:d ,indeksry/ noun 
the act of putting information onto a card 
index o No one can understand her card- 
indexing system. 

carding /‘ka:din/ noun the act of putting 
strips of card or thin leading between type 
to give extra space or to make a page longer 
caret mark /'kzrot ma:k/, caret sign 
l'Kzerot sain/ noun a proofreading symbol 
to indicate that something should be 
inserted into the text 

caricature /'kzrikotjuo/ noun a funny 
drawing which exaggerates a person's 
appearance m verb to draw a caricature of 
somebody 

carnet /'ka:nei/ noun an international 
document which allows dutiable goods to 
cross several European countries by road 
without paying duty until the goods reach 
their final destination 

carriage /‘kzr1d3/ noun 1. the trans- 
porting of goods from one place to another, 
or the cost of the transport of goods o to 
pay for carriage o to allow 1096 for 
carriage o Carriage is 1596 of the total 
cost. 2. a mechanical section of a printer 
that correctly feeds, spaces or moves paper 
that is being printed 3. the section of a 
printing press which holds and moves the 
forme 

carriage forward /kzrids 'fo:wod/ 
adjective relating to a deal where the 
customer will pay for the shipping when 
the goods arrive 


carriage free /,kerid3 'fri:/ adjective 
relating to a deal where the customer does 
not pay for the shipping 

carriage paid /,kzrids 'perd/ adjective 
relating to a deal where the seller has paid 
for the shipping 

carriage prepaid /,kzrids ,pri:'perd/ 
adjective relating to a deal where transport 
costs have been paid in advance 


carriage return /,karids ri't3:n/ noun 
a signal or key that moves the cursor or 
printhead to the beginning of the next line 
of print or display. Abbr CR 

carriage return key /,kzrids rr'ta:n 
,kiv/ noun a key that marks the end of a 
line, when the machine goes to start a new 
line and the cursor or printhead moves to 
the beginning of the next line on screen or 
in printing 

carriage return/line feed /,kzrids r1 
,t3:n "lain ,fitd/ noun a key that moves the 
cursor or printhead to the beginning of the 
next line and moves the paper or text up by 
one line. Abbr CR/LF 

carrier /'kario/ noun 1. a company that 
transports goods o We only use reputable 
carriers. 2. a substance that holds the ink 
for photocopying or printing processes 3. a 
device that holds a section of microfilm 


carry /'kzri/ verb 1. to transport some- 
thing from one place to another 2. to 
contain or broadcast information o The 
newspaper carried a full report on the 
event. 


car stock /'ka: stpk/ noun the stock of 
books that a rep carries in the back of his or 
her car, in order to be able to supply book- 
shops quickly 

cartographer /ka:'togrofo/ noun a 
person who draws maps 
cartographical / ka:to'graefik(o)l/ 
adjective relating to maps 

cartography /ka:'tpgrofi/ noun the art 
of drawing maps 


carton /'ka:t(o)n/ noun 1. thick card- 
board o a folder made of carton 2. a box 
made of cardboard 


cartoon /ka:'tu:n/ noun 1. the first draft 
of a drawing done on paper which can be 
transferred to larger paintings 2. a comic or 
satirical drawing o a cartoon book or a 
book of cartoons o The gardening title is 
illustrated by cartoons. 3. an animated film 
made by photographing a series of draw- 
ings 
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cartoon character — /ka:'tu:n 
,Karikto/ noun a character who appears in 
cartoons, such as Asterix or Donald Duck 
cartoonist /ka:'tu:nist/ noun a person 
who draws cartoons 
cartouche /ka:'tu:f/ noun a decorative 
box which frames a text 
cartridge /'ka:tridz/ noun a removable 
device made of a closed box containing a 
disk, tape, program or data 
cartridge fonts /'ka:trids fpnts/ plural 
noun hardware which can be attached to a 
printer, providing a choice of typefaces, 
but still limited to the typefaces and styles 
included in the cartridge 
cartridge paper /ka:trida ,perpo/ 
noun strong, thick, usually white paper 
used for drawing 
COMMENT: Cartridge paper is so called 
because it was originally used for making 
cartridges for bullets. It is made from 
chemical pulp, sized, and is very white. 
cascading stylesheet /kzs,keidrg 
'stailfi:t/ noun a method of describing the 
font, spacing, and colour of text within a 
webpage and storing this information in a 
style sheet that can be applied to any text 
within the page. Abbr CSS 
case /keis/ noun 1. a stiff cardboard 
cover glued onto a book formed of two 
pieces of cardboard and the spine o The 
library edition has a case and jacket. o 
Have you remembered to order the 
blocking for the spine of the case? 2. a 
cardboard or wooden box for packing and 
carrying goods 3. a box in which metal 
type is kept, divided into sections for the 
various pieces of type m verb 1. to bind a 
book in a stiff cardboard cover 2. to pack 
something in a case 
case binding /'kers ,barndin/ noun 1. a 
stiff cardboard cover o The trade edition 
has a case binding. 2. the action of binding 
a book in a hard cardboard cover 
casebound /'kersbaund/ adjective PUBL 
same as hardback. » paperback, cloth- 
bound 
case change /'kers t femnd3/ noun a key 
used to change from upper to lower case on 
a word processor 
cased book /,kerst 'buk/ noun a book 
that is bound in a hard cover 
casein glue /'kersirn glu:/ noun a glue 
used in bookbinding and in making coated 
papers, which is almost acid-free 
case-making machine /kers 
Qmerkig mo,fi:n/ noun a machine for 


cutting the cardboard which forms the 
cover of a book 

cash book /'kzf buk/ noun a book in 
which a record is kept of income and 
expenditure 

cash budget /'kzf ,bad3it/ noun a plan 
of cash income and expenditure 

cash flow /'kzf flou/ noun the move- 
ment of money in and out of a business 
cash in hand /kef im ‘hend/ noun 
same as balance in hand 

cash sale /'kzf seil/ noun an act of 
selling something for cash 

cash terms /'kef ta:mz/ plural noun 
lower terms which apply if the customer 
pays cash 

casing /'kersry/, casing in noun the act 
of putting a hard cover on a book, attaching 
it by glueing it to the endpapers and the 
hinge flaps 

casing-in machine /,ketsty 'In mo 
Ji:n/ noun a machine that attaches cases to 
book blocks 

Caslon /'kæzlon/ noun a typeface 
designed by William Caslon, the first 
major English typefounder, in the 17th 
century 

cassette /ko'set/ noun a small rectan- 
gular plastic container for magnetic tape 
which can be used for recording and 
playing back speech or music 

cassie /'kaesi/ noun dirty or torn paper in 
a ream, usually the first and last sheets in 
the pile 

Cast /ka:st/ verb to make a piece of type 
out of hot metal 

cast-coated paper /ka:st ,koutid 
,peipe/ noun shiny coated paper, which 
has been dried under pressure from hot 
rollers 

caster /'ka:sto/, casting machine noun 
a machine that produces metal type, e.g. 
the Monotype or Linotype machines 
casting box /'ka:stry boks/ noun a 
special box in which metal printing plates 
are cast 

casting off /‘ka:stm vf/, casting up 
noun the act of calculating the amount of 
space required to print text in a particular 
font, and thus the number of pages in the 
finished book 

cast off /,ka:st 'pf/ verb to calculate the 
amount of space needed to print a text in a 
particular font 

cast-off /'ka:st pf/ noun a calculation of 
the extent of a book, that is the number of 
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pages required to print a text in a particular 
typeface and point size, done by counting 
the characters including the punctuation 
marks and spaces 

cast-up /'ka:st Ap/ nouna calculation of 
the amount of setting needed for a book 
including spaces and headings, which 
leads to an estimate of typesetting costs 
casual work /'ka3uol wa:k/ noun jobs 
done by people employed for a short time 
catalogue /'kzt(o)lpg/ noun 1. a list of 
priced and illustrated items for sale, 
presented in book form or in other formats 
including CD-ROM or video 2. a list of the 
holdings in a library, usually arranged 
according to subject, title or author m verb 
1. to classify and list items to form a cata- 
logue 2. to enter something in a catalogue 
catalogue price /'ket(a)log prats/ 
noun the price of something as marked in a 
catalogue 

cataloguer /'kztolpgo/ noun a person 
who catalogues books in a library 
Cataloguing in Publication 
/,katolpgi in ,pAblir'kerf(o)n/ noun a 
system whereby new books are catalogued 
before publication by the British Library or 
by the Library of Congress based on details 
about each book supplied by the publisher. 
Abbr CIP 

catchline /'kætflaın/ noun a headline 
which is written at the top of a page of 
manuscript or printed at the top of proofs, 
and discarded when the proofs are made up 
into pages 

catch mount /‘ketf maunt/ noun a 
special mount which allows a page to be 
removed from the imposed forme and 
another page put in its place 

catch stitch /'kzt stıtf/ noun same as 
kettlestitch 

catch up /,ketf 'Ap/ noun a situation 
where the non-image areas of a litho- 
graphic print take in ink. Also called 
scumming 

catchword /'kzt [wa:d/ noun 1. a word 
printed at the top of a page in a dictionary 
or other reference book, usually the first or 
last entry for that page 2. the first word of 
a page of printed text repeated at the 
bottom right-hand corner of the previous 
page, originally placed there to draw the 
binder's attention to it 

category /'katig(o)ri/ noun a division 
or class in a system used to group items 
according to their type 


cater for /'keito fo:/ verb to provide 
what people need 
cathode ray tube /kzs0oud ‘rer 
,tju:b/ noun an output device used in a 
VDU or phototypesetter for displaying 
text, figures or graphics. Abbr CRT 
COMMENT: A CRT consists of a vacuum 
tube, one end of which is flat and coated 
with phosphor; the other end contains an 
electron beam source. Characters become 
visible when the electron beam makes the 
phosphor coating glow. 
caveat /‘keviet/ noun a warning 
caveat emptor /keviet 'empto:/ 
phrase a phrase meaning that the buyer is 
personally responsible for checking that 
what they buy is in good order (NOTE: The 
Latin phrase means ‘let the buyer beware’.) 
CC! /,si: 'sit/ noun 1. used at the ends of 
letters, memos and reports to indicate that 
an identical copy has been sent to the 
named people 2. a feature of electronic 
mail software that allows you to send a 
copy of a message to another user » full 
form carbon copy 
CC? abbreviation copies 
CCD noun an electronic device that has an 
array of tiny elements whose electrical 
charge changes with light; each element 
represents a pixel and its state can be 
examined to record the light intensity at 
that point; used in some scanners and video 
cameras. Full form  charge-coupled 
device 
CCTV abbreviation closed circuit televi- 
sion 
CD burner /si: ‘di: ,bs:no/ noun 
COMPUT same as CD writer 
CD-I /,si: ‘di: at/ noun a compact disc 
with electronic information that can be 
changed by the user. Full form compact 
disc interactive 
CD-ROM /si: di: 'rom/ noun an elec- 
tronic method of storing large quantities of 
information which can be read by laser. 
Full form compact disc — read only 
memory 
CD-ROM drive / si: di: 'rom ,drarv/, 
CD-ROM player /,si: di: 'rom ,plero/ 
noun à disk drive that allows a computer to 
read data stored on a CD-ROM, in which 
the player spins the disc and uses a laser 
beam to read etched patterns on the surface 
of the CD-ROM that represent data bits 
CD-RW /,i: di: a: 'dAb(o)lju:/ noun a 
compact disc that can have its contents 
erased and something else recorded onto it 


centre notes 





many times. Full form compact disc 
rewritable 

CD-WO / si: ,dab(o)l ju: 'ou/ noun CD- 
ROM disc and drive technology that allows 
a user to write data to the disc once only 
and is useful for storing archived docu- 
ments or for testing a CD-ROM before it is 
duplicated. Full form compact disc write 
once 

CD writer /,si: 'di: ,raito/ noun a piece 
of equipment used to record data perma- 
nently onto a compact disc 

cede /si:d/ verb to give up something 
such as a right o The author has ceded the 
film rights to a well-known charity. » 
cession 

cedilla /so'dilo/ noun a small mark (,) 
used in some languages under a letter to 
change its pronunciation, e.g. under the 
letter c in French to soften it 

cell /sel/ nouna space for information in a 
table such as a computer spreadsheet, 
formed where a row and a column intersect 
cello foil /'seloo forl/ noun vinyl foil, a 
thin material for blocking on plastic book 
covers 

cellophane /'selofern/ a trade name for 
a transparent plastic film o The books are 
packed in cellophane wrapping. 
cellulose /'seljolous/ noun a chemical 
substance which is a compound of carbon, 
hydrogen and oxygen 


COMMENT: Cellulose forms the fibres in 
plants, and so becomes the fibre which 
constitutes paper. Cellulose fibres have the 
following properties: they are inert, that is, 
they do not react easily with other chemical 
substances; they absorb water and so can 
be made into the liquid pulp which when 
dried forms paper; they are colourless, 
transparent and very strong. 
cellulose acetate /,seljulous ‘zsitert/ 
noun a sheet of transparent film used for 
making overlays 
cellulose film /'seljolous film/ noun a 
transparent film made from cellulose 
censor /'senso/ noun a person who 
decides what may be published, shown or 
distributed to the general public m verb to 
edit published material or films with regard 
to what is considered decent for selling, 
showing or distributing to the general 
public 
censorship /'sensofip/ noun prohibi- 
tion of the production, distribution or sale 
of items considered to be objectionable on 
political, religious or moral grounds 


centimetre /'sentrmitto/ noun one 
hundredth part of a metre. Abbr cm (NOTE: 
The US spelling is centimeter.) 


centralisation — /,sentrolar'zerf(o)n/, 
centralization noun organisation of every- 
thing from a central point 


centralise /'sentralaiz/, centralize verb 
to organise something from a central point 
o All purchasing has been centralised in 
our main office. o The group benefits from 
a highly centralised organisational struc- 
ture. 


central processing unit /sentrol 
‘prousesin ,jurnit/ noun the circuits 
which form the main part of a computer. 
Abbr CPU 


central purchasing /,sentrol 
‘psit fisin/ noun purchasing organised by 
a central office for all branches of a 
company 

centre /'sento/ noun 1. a point in the 
middle of an area o The illustration should 
be in the centre of the page. o The folio 
numbers should be in the bottom centre. 2. 
a group of items in an account m verb 1. to 
put something in the middle o The text is 
centred, but the headings should be ranged 
left. 2. to arrange a piece of text so that the 
middle of the text is in the middle of the 
line on the page 

centred dot /,sentod 'dot/ noun a dot 
which is raised above the base line to the 
middle of the x-height, used in some coun- 
tries as a decimal point, as an indication of 
a new paragraph or section, and also in the 
USA as a way of indicating syllables in 
headwords in a dictionary 

centrefold /'sentofould/ noun a double 
page in the middle of a newspaper or 
magazine o We have placed an ad on the 
centrefold of the next issue. 

centre heading /'sento ,hedrp/ noun a 
heading at the middle of the top of a page 
centre holes /'sento houlz/ plural noun 
location holes along the centre of punched 
tape 

centre margin ring /,sento 'ma:d3in 
rm/ noun a metal ring round the edge of 
the cylinder holding printing plates 
centre marks /'sento ma:ks/ noun 
lines on a double-page spread which indi- 
cate where it is to be folded or cut 

centre notes /'sento nauts/ plural noun 
notes printed in the centre of a page 
between two columns of type 


centre spread 





centre spread /,senta 'spred/ noun a 
double page spread which is in the middle 
of a signature 

centre sprocket feed /,sento 'sprokit 
fitd/ noun central paper tape sprocket 
holes that line up with coding hole posi- 
tions 

centrifugal pulp cleaner /sentr: 
'fju:g(9)l ,palp ,klitna/ noun a type of 
spinning drum which separates dirt from 
wood pulp as it is prepared for paper- 
making 

centring /'sentorm/ noun the act of 
putting text in the centre of a page o 
Centering of headings is easily done, using 
this function key. 

Century /'sentfori/ noun an American 
typeface designed for the ‘Century’ maga- 
zine in 1895 by Theodore Lowe de Vinne, 
now mainly used in a form called ‘Century 
Schoolbook’ 

CEO abbreviation Chief Executive Officer 


cerfs plural noun another spelling of 
kerfs 

certificate /so'tifikert/ noun an official 
document given to confirm facts o birth 
certificate o health certificate o degree 
certificate 

certificate of approval /so,tifikot ov 
e'prurv(o)l/ noun a document showing 
that an item has been officially approved 
certificate of origin /so,tifikot ov 
‘prid31n/ noun a document showing where 
goods were made 

certified copy /,ss:tifaid 'kopi/ noun a 
document which is certified as being the 
same as another 

cession /'sef(o)n/ noun the giving up of 
a right to somebody. » cede 

cessionary /'sef(o)nori/ noun a person 
to whom a right has been transferred 

Cf abbreviation used to refer to a footnote 
or to another part of the text. Full form 
confer 

C format paperback /si: ,fo:met 
'peipobaek/ noun a paperback with the 
format 234 x 156mm 

CGA noun a video display standard devel- 
oped by IBM which provided low-resolu- 
tion text and graphics, now superseded by 
EGA and VGA. Full form colour 
graphics adapter 

chad /tfzd/ noun little round pieces of 
paper which are removed when holes are 
punched in tape 


chain /tfem/ noun a series of stores 
belonging to the same company o a chain 
of newsagents o the chairman of a large 
paperback chain o He runs a chain of 
specialist shops. 

chain lines /'t fern larnz/, chain marks 
plural noun faint lines which run across 
laid paper, made by the wire mesh in the 
papermaking machine 

chain store /'t fern sto:/ noun one store 
in a chain 


chairman and managing director 
/tfeomon on ,menid3in dar'rekto/ 
noun a managing director who is also 
chairman of the board of directors 
chalking /'tfo:kin/ noun 1. a printing 
fault where the ink dries and flakes off 
instead of being incorporated into the 
paper 2. the process of dusting leaves with 
powdered chalk before applying glue to 
gild the edges, which prevents the leaves 
sticking together 

Chamber of Commerce /. fermbor 
əv 'komsis/ noun a group of local busi- 
nesspeople who meet to discuss problems 
which they have in common and to 
promote business in their town 
chancery /'tfa:nsori/ noun a type of 
italic, e.g. Bembo 

Chancery script /tfa:nsori skript/ 
noun a 15th-century Italian writing style, 
used for official documents, from which 
italic type was derived 


channel /'t [zn(o)l/ noun 1. the spoken, 
written or electronic means by which 
something is passed on 2. a major interest 
area on the Internet that is easily accessible 
3. (in graphics) one layer of an image that 
can be worked on separately or which can 
be used to create special effects 

channel of distribution /,tfan(o)l ov 
,distri'bju:f(o)n/ noun a way of sending 
goods from the manufacturer to the retailer 
chapbook /tfapbuk/ noun a small 
booklet of poems, ballads or stories, origi- 
nally sold by travelling pedlars 

chapel /'t [zep(o)l/ noun 1. a branch of a 
trade union in printing and journalism 2. a 
meeting of a printers’ or journalists’ chapel 
chapter /'t [zepto/ noun one of the divi- 
sions of a book or document 

chapter drop /'tfapto drop/ noun the 
number of blank lines or millimetres 
between the top of the type area and a 
chapter title 


CHC paper 





chapter heading /'tfæptə hedin/, 
chapter head, chapter title noun the title 
and number of a chapter which is printed in 
larger letters at the beginning of the chapter 
o Chapter headings are in 15 point 
Univers, and are dropped 20mm. 
chapter opening /t [apto ,oop(o)nim/ 
noun the beginning of a chapter, usually 
marked with a chapter title and a suitable 
chapter drop 
character /'kerikto/ noun a single 
letter; number or symbol that can be 
displayed on a computer screen or printer 
and represents one byte of data 
COMMENT: Characters are important 
properties in themselves, and can be 
merchandised in many ways. Publishers 
who represent the original copyright holders 
in characters can license the production of 
dolls, calendars, playing cards, soap, cups, 
etc., in the form of the characters. Vice 
versa, a film or TV company which holds the 
copyright in a screen character, may 
license a publisher to publish books about 
the character. 
character assembly /'keriktor o 
,sembli/ noun a method of designing char- 
acters in pixels on a computer screen 
character block /'kzrikto blpk/ noun 
the pattern of dots that will make up a char- 
acter on a screen or printer 
character byte /'kzrrkto bart/ noun a 
byte of data containing the character code 
and any error check bits 
character generation — /'kerrkto 
,daenorerf(o)n/ noun the formation of 
characters either by computer or from film 
character height /'kzrikto hait/ noun 
a measurement in millimetres from the 
bottom of the character to the top. Also 
called letter height 
character key /karikto ki:/ noun a 
word-processor control used to process 
text one character at a time 
character matrix /'kzrrkto ,mertriks/ 
noun a pattern of dots that makes up a 
displayed character 
character printer /kzrikto ,printo/ 
noun à device that prints characters one at 
a time 
character recognition /kerikto 
rekog'nrf(o)n/ noun a system that reads 
written or printed characters into a 
computer by recognising their shapes 
character rounding /'kærıktə 
jraundin/ noun the act of making a 
displayed character more pleasant to look 
at, within the limits of pixel size 


character skew /'kzrikto skju:/ noun 
the angle by which an incorrectly-posi- 
tioned character is misaligned with the 
others 

characters per inch /,kzrrktoz pa:r 
'int f/ noun the number of printed charac- 
ters which fit within the space of one inch 
on a line, used as a guide to the total extent 
of a book. Abbr cpi 

characters per line /,kzriktos ps: 
‘lain/ noun the number of characters esti- 
mated to be in each line, used as a guide to 
the total extent of a book. Abbr cpl 
characters per second /,keriktoz 
po 'sekond/ noun the number of charac- 
ters which are transmitted or printed per 
second. Abbr cps 

charge /t fa:d3/ verb to ask people to pay 
for goods or services o He charges £10 an 
hour. m noun money which must be paid 
for something such as a service o to make 
no charge for delivery o There is a small 
charge for rental. 

charge-coupled device /tfa:d3 
ikap(a)ld di'vats/ full form of CCD 
charges forward /,tfa:d31z 'fo:wod/ 
plural noun charges which will be paid by 
the customer 


chart /t fa:t/ noun a visual representation 
of information 


charter /'tfa:to/ noun an official docu- 
ment giving rights to a person, organisation 
or community 


charter bookseller /'t fa:to ,bokselo/ 
noun a bookseller who stocks a wide range 
of titles and who has special terms from 
publishers 

chase /tfers/ noun a metal frame in 
which metal type and blocks are placed 
and held ready to print by letterpress m verb 
1. to try to speed up work by asking how it 
is progressing o We are trying to chase up 
the accounts department for the cheque. o 
We will chase your order with the produc- 
tion department. 2. to gild the edges of a 
book 

chaser /'t ferso/ noun a letter to remind 
somebody of something, especially to 
remind a customer that an invoice has not 
been paid 
CHC 
carbonate 
CHC paper / si: ertf ‘si: ,perpo/ noun 
paper impregnated with CHC, used to 
deacidify the pages of old books 


abbreviation cyclohexylamine 


cheap edition 





cheap edition /'t fi:p r,drf(o)n/ noun a 
special edition of a book which is sold at a 
lower price than the normal edition 


check /t [ek/ noun an inspection of some- 
thing to make sure it is correct m verb to 
look at something closely to make sure 
there are no mistakes 


check digit /'tfek ,didgit/ noun a 
number added to a numeric code to enable 
a computer program to detect any errors in 
the code 


check into /,tfek '1ntu/ verb to investi- 
gate something in order to get more infor- 
mation about it or to establish its truth or 
accuracy 


checklist /'t feklist/ noun 1. a list which 
acts as a reminder of things to be done or 
accounted for 2. a list used to identify 
items from a minimum amount of informa- 
tion 

check sample /'t fek ,sa:mp(a)l/ noun 
a sample to be used to see if a consignment 
is acceptable 


chemac /'kemæk/ noun a binder’s die 
used for blocking book covers which is 
cheaper and made of softer metal than a 
brass, so not used for long runs 
chemical ghosting  /kemik(o)l 
'goustin/ noun faint images which appear 
on printed sheets, as an effect of the chem- 
icals in the ink 


chemically pure paper /kemikli 
,pjue 'perpo/ noun paper which is acid- 
free, used to repair or protect old books or 
maps 

chemical paper /'kemik(o)l ,perpo/ 
noun paper made from chemical pulp 
chemical pulp /'kemrk(2)l palp/ noun 
pulp which has been produced using chem- 
icals rather than being broken down 
mechanically. Compare groundwood 
pulp 

cheque /t fek/ noun a method of paying 
money from a bank account, by filling in a 
standard form and without using coins or 
notes (NOTE: The US spelling is check.) 
cheque account /'t fek 9,kaunt/ noun 
a bank account which allows the customer 
to write cheques 

cheque paper /tfek ,perpo/ noun 
special paper for printing cheques, sensi- 
tised to prevent fraud 

chevrons /'fevranz/ plural noun same as 
guillemets 


chick lit /'t {1k lit/ noun a genre of fiction 
considered to appeal primarily to young 
women 

chief executive /tfi:f 1g'zekjotiv/ 
noun an executive director in charge of a 
company 

Chief Executive Officer /tfi:f 1g 
,Zekjutiv 'pfiso/ noun US a director in 
charge of all a company’s operations. Abbr 
CEO 

children’s annual /'tfildronz ,zenjuol/ 
noun a book published each year usually at 
Christmas, with stories, games and arti- 
cles, intended for children and often based 
on a popular TV series or cartoon character 
children's editor /tfrdronz ,edito/ 
noun a person responsible for publishing 
books for children 

children's fiction /'tfildranz ,fikfan/ 
noun stories for children 

china clay /'t amo ,klet/ noun kaolin, 
fine white clay used for loading and 
coating paper 

chinagraph pencil /tfainogra:f 
,pens(o)l/ noun a pencil used for making 
clear marks on film or negative ozalids 
chipboard /'t [1pbo:d/ noun cheap rough 
board used for making boxes and binding 
cases 

chlorine number /klo:ri:zn ,nambo/ 
noun the amount of chlorine which is 
absorbed by a sample of pulp, used to 
calculate the amount required to add to 
produce a white paper 

choice /t fors/ noun 1. something which 
is chosen o You must give the customer 
time to make his choice. 2. a range of items 
to choose from o We have only a limited 
choice of suppliers. o The shop carries a 
good choice of papers. 

choke /tfauk/ noun to slightly reduce a 
pigmented area being printed to allow for 
the ink spreading 

choose /tJu:z/ verb to decide to do a 
particular thing or to buy a particular item 
as opposed to something else o There were 
several good candidates to choose from. o 
They chose the only female applicant as 
sales director. o The book club has chosen 
his novel as their Christmas special. 
Christmas gift book /,krismas ‘gift 
ibuk/ noun a special book which is given 
as a present at Christmas 

Christmas list /‘krismas ,list/ noun a 
list of books specially produced for sale at 
Christmas 
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chroma /'krooumo/ noun the depth or 
saturation of a hue, as compared to a 
medium neutral grey 
chromolithography / kroumouli 
'Opgrofi/ noun colour printing by lithog- 
raphy, each colour requiring a separately 
drawn plate 

chromo paper /'kroumou ,perpo/ noun 
expensive paper, heavily coated on one 
side, used for block proofing or printing 
chronological order 
/kronolod3ik(a)l_  'o:do/ noun the 
arrangement of things such as records, files 
or invoices in order of their dates 


*...during a state audit his company's 
seven party planners spent days combing 
through customer records when they 
could have been out selling. One 
suggestion: Make extra copies of 
invoices and file them in chronological 
order. ‘The lesson is to be so anally 
prepared you can say immediately, “I’ve 
got it", Mr. Kelly says. [Crain’s 
Chicago Business] 
chumship /tfAmf[tp/ noun a group of 
compositors working together on the same 
job 
Cicero /'sisorou/ noun a point size, more 
or less the equivalent of a pica, used in 
Europe, but not in Britain or the USA. 
Compare didot 


CIEL*a*b* noun a numerical scaled 
system of describing all colours visible to 
the human eye in relation to each other 


c.i.f. abbreviation cost, insurance and 
freight o The books can be supplied at 
£1.30 ex works from Singapore or £1.45 
c.i.f. London. 

CIP abbreviation Cataloguing in Publica- 
tion 

circular /'ss:kjulo/ noun a letter or 
advertisement sent to a large number of 
people at the same time 

circularise /'ss:kjuloraiz/, circularize 
verb to send a circular to o The committee 
has agreed to circularise the members. o 
They circularised all their customers with 
a new list of prices. 

circular letter /,ss:kjula 'leta/ noun a 
letter sent to a large number of people 
conveying the same information 

circular letter of credit /,ss:kjulo 
Jetor ov 'kredit/ noun a letter of credit 
sent to all branches of the bank that issues 
it 


circulate /'s3:kjulert/ verb to send infor- 
mation to a group of people o They circu- 
lated a new list of prices to all their 
customers. 

circulating library  /'ss:kjolertrg 
Jaibreri/ noun a library run on a commer- 
cial basis, where the members pay to 
borrow books 

circulation /,s3:kjo'lerf(o)n/ noun 1. 
the number of copies of a newspaper or 
magazine sold each time it is produced 2. 
distribution of written materials such as 
journals or books to people who may be 
interested in them 

circumflex accent  /'ss:komfleks 
,eksont/ noun a mark (^) used over a 
vowel in some languages to show pronun- 
ciation 

citation /sar'terf(o)n/ noun a formal 
word for a quotation or reference 

Cite /sait/ verb to quote or mention some- 
thing especially as proof of a point 

civil law /,srv(2)l 'lo:/ noun laws relating 
to people's rights and agreements between 
individuals 

claim form /'kleim fo:m/ noun a form 
that has to be filled in when making an 
insurance claim 

clamp /klaemp/ noun a device that holds 
something tightly 

clamp allowance /‘klemp o,auons/ 
noun the part of the paper which is held by 
clamp bars and is not used for printing 
clamp bar /‘klamp ba:/ noun a metal 
bar which holds the paper in a press as it is 
being printed 

class /kla:s/ noun a division of a classifi- 
cation scheme 

classic /'klzsik/ noun a famous work of 
literature o ‘The Lord of the Flies’ has 
become a modern classic. o They have 
published a series of nineteenth-century 
classics. 

classical l'klaestk(o)l/ adjective 
consisting of or involving the study of the 
ancient Greek and Latin languages and 
literature 

classicism /'klasrsrz(o)m/ noun the 
study or knowledge of ancient Greece and 
Rome 

classicist /'klzsisist/ noun a scholar of 
ancient Greek and Latin 

classics /'klassiks/ noun the academic 
study of the languages, literature and 
history of ancient Greece and Rome 


classification 





classification /,klzsrf1'ketf(a)n/ noun 
1. a division or category within a system 
according to their degrees of similarity 2. 
the process of putting things into groups 
according to similarities or relationships 
classification system  /klesif1 
'kerf(o)n ,Sistom/, classification 
scheme / klasifi'kerf(o)n skizm/ noun a 
system of organising things by dividing 
them into groups based on their similarities 
o In libraries books are often arranged 
according to the Dewey decimal classifica- 
tion system. 

classified advertisements 
/ klestfaid od'vartrsmonts/ plural noun 
advertisements listed in a newspaper under 
special headings, such as ‘Property for 
sale’ or ‘Jobs wanted’ 

classified catalogue /,klesifaid 
'kat(o)lpg/ noun a list of contents 
arranged according to the classification 
system used to control them 

classified directory /,klesifaid dai 
'rekt(o)ri/ noun a book which lists busi- 
nesses grouped under various headings 
such as computer shops or newsagents 
classified index /‘klestfatd ,indeks/ 
noun a list of holdings organised under 
general headings rather than in one alpha- 
betical sequence o /n a classified index, 
publishers would appear under the general 
heading ‘Publishers’ and not in the usual 
alphabetical order of their names. 
classify /klaesifa verb 1. to place 
things into a sequence according to a clas- 
sification scheme 2. to restrict the distribu- 
tion of a document for reasons of security 
clause /klo:z/ noun a section of a 
contract o There are ten clauses in the 
contract. o According to clause six, 
payments will not be due until next year. 
clean /kli:in/ adjective without any 
mistakes o The estimate for typesetting 
assumes the publisher will submit clean 
copy. 

clean copy /,kli:n 'kppi/ noun a manu- 
script or text for typesetting which has no 
alterations and is easy to read 

clean proof /,kli:n 'pru:f/ noun a proof 
which does not need any corrections 
clear /klro/ adjective easily understood o 
You will have to make it clear to the staff 
that productivity is falling. m verb 1. to 
delete data from a computer display or 
storage device 2. a to clear goods through 
customs to have all documentation passed 


by customs so that goods can leave the 
country 

clearance certificate /kliorons so 
frkot/ noun a document showing that 
goods have been passed by customs 
clearing /‘kliorin/ noun the removing of 
formes after a book is printed, by distrib- 
uting the type and preparing the formes for 
another job 

clearing house /'klrorr haus/ noun 1. 
an agency or central office where informa- 
tion from various sources is pooled 2. a 
central office where orders from many 
sources are consolidated 


clear profit /,kIro 'profit/ noun profit 
after all expenses have been paid o We 
made $6,000 clear profit on the sale. 
clerical /'klerik(o)l/ adjective relating to 
tasks done in an office or by a clerk 
cliché /‘kli:fe1/ noun French word for a 
printing block 

clicker /kliko/ noun an old term for a 
foreman compositor 

click rate /'klik reit/ noun same as click- 
through rate 


clicks and bricks /,kltks on 'briks/ 
noun a way of doing business that 
combines e-commerce and traditional 
shops 

clicks-and-mortar /,kliks on 'mo:to/ 
adjective conducting business both 
through e-commerce and also in the tradi- 
tional way in buildings such as stores and 
warehouses 


click-through /'klrk ®ru:/ noun an act 
of clicking on a banner or other on-screen 
advertising that takes the user through to 
the advertiser's website 


click-through rate /klik Oru: ,rert/ 
noun a method of charging an advertiser 
for the display of a banner advertisement 
on a website. Also called click rate (NOTE: 
Each time a visitor clicks on a displayed 
advertisement which links to the adver- 
tiser's main site, the advertiser is charged 
a fee. A click-through rate of just a few 
percent is common and most advertisers 
have to pay per thousand impressions of 
their banner ad, sometimes written CTM 
(click-through per thousanq).) 

client /'klaront/ noun 1. a person using 
the services of a professional organisation 
2. a computer that is connected to a 
network or the Internet, or that is using the 
resources of another computer. » gopher 


coating binder 





clip art /klrp a:t/ noun pre-packaged 
artwork, available on software for use in 
documents produced on a computer 


clipping /klrpip/ noun US same as 
cutting 


clipping path /'kliprg pa:6/ noun a 
mask which is used in graphics software to 
hide some portion of a image, such as the 
background 


close /klouz/ verb 1. to end 2. to stop 
doing business for the day o The office 
closes at 5.30. o We close early on Satur- 
days. 3. a to close inverted commas to 
indicate the end of a quotation 


closed circuit television /klouzd 
,S31kit. 'teliviz(o)n/ noun an internal 
video system often used for security 
purposes or for relaying conferences. Abbr 
CCTV 


closed market /,klouzd 'ma:kit/ noun 
a market in which a supplier deals with 
only one agent or distributor and does not 
supply any others direct 


closed signature /,klouzd 'signit fo/ 
noun a signature where the bolts have not 
been cut 


close up /,klouz 'Ap/ verb to reduce the 
space between characters or lines o /f the 
text is closed up a little we will save a page. 


closeup /‘klaus,ap/ noun photography 
taken a very short distance away from the 
subject o We need a closeup of the lottery 
winner to put on the front cover. 


closing bid /'klouzig bid/ noun in an 
auction, the last bid or the bid which is 
successful 


closing stock /,klouzm 'stpk/ noun 
details of stock at the end of an accounting 
period 

closing time /'klouzin tarm/ noun the 
time that an establishment such as a shop, 
library or bar closes and people have to 
leave 


cloth /k100/ noun material used to cover a 
hardbound book o The book is bound in 
green cloth or is in a green cloth binding. 


cloth boards /'k1p0 bo:dz/ plural noun a 
cover made of stiff board covered with 
cloth 


clothbound  /'kIlpObaond/ adjective 
used to describe books which are covered 
in a specific type of material made origi- 
nally from natural fibres, now often 
synthetic 


cloth joint /'kIp0 dzə1nt/ noun a strip of 
linen pasted along the fold of the endpaper 
to strengthen the joint 
cloth-lined paper /,k100 laind 'perpo/ 
noun paper with cloth pasted on the back, 
used for folding maps 
cloze test /'klouz test/ noun a test of 
comprehension and grammar in which a 
language student supplies appropriate 
missing words omitted from a text 
club line /'klAb latn/ noun the first line 
of a paragraph which appears at the bottom 
of a page. Compare widow (NOTE: Another 
term for this is orphan.) 
clumps /klamps/ plural noun metal 
spacers or leads, cast on thicker bodies, 
used to space out type matter 
cm abbreviation centimetre 
CMYK /si: em war 'kev adjective a 
method of describing a colour by the 
percentage content of its four component 
colours. Full form cyan-magenta-yellow- 
key. Also called YMCK 
co- /kou/ prefix working or acting 
together. » co-edition, coproduction, 
copublish 
coarse /ko:s/ adjective 1. referring to 
paper which has a rough surface 2. refer- 
ring to a screen with wide spaces between 
the lines » compare fine 
COMMENT: A coarse screen is used when 
printing halftones on coarse paper, as in 
newspapers; it can be up to about 80 lines 
per inch. 
coarse grain /'ko:s grern/ noun larger 
dots giving a rougher picture 
coat /koot/ verb to cover something with 
a layer of clay, paint or varnish 
coated one side /,koutid wan 'sard/ 
noun coated paper with the coating on one 
side only, suitable for posters or covers. 
Abbr C1S 
coated paper /,koutid 'perpo/ noun art 
paper or shiny paper, coated on one or both 
sides with a mixture of china clay and size, 
used for illustrations, especially halftones 
(NOTE: The US term is enamel paper.) 
coated two sides /,ksutid tu: 'sardz/ 
noun coated paper with the coating on both 
sides. Abbr C2S (NOTE: US English is also 
enamel paper.) 
coating /'kout1/ noun the act of treating 
paper with a mixture of clay and size. » 
brush coating 
coating binder /‘kautin ,bamndo/ noun 
the substance in coating slip which makes 
it adhere to the surface of the paper 


coating machine 





coating machine /‘koutin mo,fi:n/ 
noun a machine that applies the coating to 
paper 
coauthor /kau'9:99/ noun an author who 
writes something jointly with one or more 
other authors m verb to write a book with 
another author o She coauthored the book 
on Churchill. 
Cobb sizing test /'kob ‚,sarzıņ ,test/ 
noun a test to measure the rate of absorp- 
tion of water by paper 
COMMENT: The Cobb test is used to 
measure absorption by the surface only (as 
opposed to the penetration of water right 
through paper or board). 
COBOL /kouobpol/ noun a computer 
programming language. Full form 
common business-oriented language 
cockle /'kpk(o)l/ noun a bump or wrinkle 
on the edge of a sheet of paper caused by 
damp m verb to bulge and wrinkle o The 
paper has cockled and will have to be 
dried. 
cockroach /kpkroutf/ noun a text 
which has been set in lower case only 
cock-up /'kok ap/ noun 1. a letter 
printed in superscript 2. an initial capital 
which is larger than the rest of the line 
coda /'koudo/ noun an additional section 
at the end of a text such as a literary work 
or speech that is not necessary to its struc- 
ture but gives additional information 
code /kaud/ noun a group of numbers or 
letters used to identify something. » 
barcode 


codicil /'koudisil/ noun an appendix or 
supplement to a text 

co-edit /,kou 'edit/ verb to edit a book 
with another person 

co-edition /kau r,drf(o)n/ noun the 
publication of a book by two publishing 
companies in different countries, where the 
first company has originated the work and 
then sells sheets to the second publisher (or 
licenses the second publisher to reprint the 
book locally) o We have sold co-editions of 
our book on garden flowers to publishers 
in France and Greece. 

COMMENT: Note the difference in meaning 
between 'co-edit' and 'co-edition'. 

co-editor /,kou 'edito/ noun a person 
who has edited a book with another person 
coffee table book /'kofi ,teib(o)] buk/ 
nouna glossy book with many colour illus- 
trations, designed to be browsed through 
rather than read in full 


cold /kould/ adjective 1. not hot 2. 
without being prepared 

cold call /,kould 'ko:l/ noun a sales visit 
where the salesperson has no appointment 
and the client is not an established 
customer 

cold composition /kould ,kpmpo 
'z1f(a)n/, cold metal setting, cold type 
/'kauld tarp/ noun the use of hand set type, 
typewritten material, or other material 
made by a machine which prints by 
striking the paper, as a basis for printing 
cold melt /‘kould melt/ noun a glue used 
for binding which does not need to be 
heated 

cold set ink /'kould set ,1pk/ noun ink 
which sets on the paper without being 
dried under heat 

collaborate /ka'leboreit/ verb to work 
together o She collaborated with a French 
film star on a book on the cinema. 
collaboration /ko,lzebo'rerf(o)n/ noun 
working together o Their collaboration on 
the project was very profitable. 
collaborator /ko'leboreito/ noun a 
person who works with another to produce 
a literary or artistic work 

collage /kpbla:3/ noun an illustration 
made by sticking together various mate- 
rials such as photographs, line drawings 
and pieces of fabric 

collate /ko'leit/ verb 1. to gather pieces 
of information together 2. to organise 
materials into a specific order and check 
that they are complete 

collating /ko'kertrp/ noun the act of 
checking the gathered sections of a book or 
of checking a text 

collating machine /ko'kertry mo, fi:n/ 
noun a machine that collates signatures of 
a book or pages of a document in the 
correct order ready for binding 

collating marks /ko'leitry ,ma:ks/ 
plural noun marks printed on the spine of a 
signature so that the binder can see if they 
have been collated in correct order 
collating sequence  /ka'lertin 
,Sixkwons/ noun an order in which signa- 
tures are stacked for printing 

collation /ko'ler f(2)n/ noun 1. a detailed 
comparison between different items or 
forms of information 2. the assembling of 
pieces of paper in the right order, particu- 
larly the sections of a book prior to binding 
3. the act of compiling a technical descrip- 
tion of a book, including its bibliographical 


coloured 





details and information about its physical 
construction 

collator /ko'leito/ noun a machine which 
takes sheets or printed signatures and puts 
them in order for stapling or binding 
collect /ko'lekt/ verb 1. to bring things 
together to form a group o fhe collected 
works of Shakespeare o He collects books 
about trains. 2. to take things away from a 
place o We have to collect the stock from 
the warehouse. m adverb, adjective US in 
which the person receiving a telephone call 
agrees to pay for it o to make a collect call 
o He called his office collect. 

collecting cylinder — /ko'lektrn 
,Silindo/ noun a cylinder which collects 
the printed sheets from a web press before 
they are folded 

collection /ko'lek[on/ noun a group of 
similar or related things such as the stock 
of a special library 

collection charge /ko'lek fon t fa:d3/, 
collection rate noun a charge for 
collecting something 

collective /ko'lektrv/ noun a group such 
as an audience, class or library m adjective 
working together 

collective authorship  /ko,ektiv 
'910o frp/ noun a situation where a group of 
people have written a work together 
collector /ko'lekto/ noun a person who 
collects things o He is a collector of books 
on bees. 

college /‘kplid3/ noun 1. an educational 
institution for higher education, especially 
one offering courses in specialised or prac- 
tical subjects 2. the building or buildings of 
a college 

college bookstore /,kplids 'buksto:/ 
noun à specialised bookshop attached to a 
college, where the students can buy books 
College electro /kplids r'lektrou/ 
noun a special type of electro developed at 
the London College of Printing 
collodion /ko'loudion/ noun a highly 
flammable solvent formerly used to 
develop photographic plates 

collotype /'kploutarp/ noun a rare 
printing process, where illustrations are 
printed from a glass surface coated with 
hardened gelatine, used especially for art 
books and reproductions of paintings 


COMMENT: Oollotype printing follows the 
same principle as lithography. The image 
on the surface of the gelatine attracts 
greasy ink, while the blank parts are damp 
and repel the ink. The result is a continuous 


tone, hence its suitability for reproducing 
original paintings. 
colon /'koulpn/ noun a punctuation mark 
(:) used chiefly to introduce lists o The 
titles were: Rumplestiltskin, Cinderella 
and Little Red Riding Hood. 
colophon /'kolofpn/ noun 1. the symbol 
or emblem that is printed on a book and 
represents a publisher or publisher's 
imprint 2. the details of the title, printer, 
publisher and publication date given at the 
end of a book. Colophons are commonly 
found in early printed books and in modern 
private press editions. 
COMMENT: Usually the publisher's colophon 
will appear on the title page and spine of a 
book, and on all publicity matter; a printer's 
colophon is likely to appear on private press 
books and other art books, and is often 
printed on the last page of the book. 
colour /'kAlo/ noun the lightness or dark- 
ness of a particular typeface, when 
compared to other faces 


colour bar /'kAlo ba:/ noun a strip of 
bars of colour in the margin of a four- 
colour proof, used to check that the tones 
of the colours are correct and to allow the 
density of the colour reproduction to be 
checked 


colour chart /'kAlo tfa:t/ noun a chart 
showing different colours available for 
printing 
colour coding /'kAlo ,koudr/ noun a 
system of organising items by labelling 
similar contents with the same colour 
COMMENT: A manuscript may be marked up 
in colour by the sub-editor, with, for 
example, chapter headings indicated in 
green, paragraph headings in purple, etc., 
making sure always that an explanation of 
the colours and the typography required is 
given on the first pages of the MS for the 
compositor to follow. For corrections to 
proofs, normal colour coding is that the 
printer marks his corrections in green; any 
corrections noticed by the publisher or 
author which they believe to be mistakes 
made by the printer are marked in red; all 
other changes are shown in blue or black. 
colour comp print /k4lo komp 
,print/ noun a print taken from a colour 
transparency 
colour correction /'kAlo ko,rek f(o)n/ 
noun the correction of faulty colours 
manually, by changes to the colour separa- 
tions 
colour depth /'kala dep0/ noun the 
number of bits used to describe the colour 
of a pixel 
coloured /'k4lod/ adjective in colour 


coloured edges 





coloured edges /ka4led 'edziz, 
coloured top plural noun the edges or top 
of the pages of a book block which have 
been dyed with colour 

colour-fast red /,kAlo fa:st 'red/ noun 
a red colour which is not affected by light 
or chemicals 

colour film /kalo film/ noun film for 
printing in colour 

colour filter /'kAlo ,frlto/ noun a sheet 
of coloured glass or plastic placed in front 
of a camera, which cuts off some colours 
and lets others pass, used in making colour 
separations 

colour graphics adapter /,kalo 
'graefiks o,dzepto/ noun full form of CGA 
colouring book /'kAlorr 'buk/ noun a 
children's book of black and white draw- 
ings, which a child can colour in 

colour masking /'kAlo ,ma:skin/ noun 
the correcting of faults in colour printing 
by masking the separations 

colour matching /'kAlo ,mzt f15/ noun 
the preparation of colours according to 
specifications on a standard system of 
swatches, as in the Pantone system 
colour negative /'kAlo ,negotrv/ noun 
photographed colour film where the 
colours are replaced by their complements 
colour palette /,kalo 'pælət/ noun a 
range of colours which can be used on a 
printer or display 

colour photograph kalo 
'fautogra:f/ noun a photograph which 
reproduces the subject in colour 

colour plate /'kAlo pleit/ noun a plate 
printed in colour in a book 

colour-plate book /'k4lo plert ,buk/ 
noun à book with colour plates, usually an 
antiquarian book 

colour primaries /'kAlo ,prarm(a)ri:z/ 
plural noun same as primary colours 
colour printer /,kAlo 'printo/ noun a 
printer that can produce hard copy in 
colour, such as colour ink-jet, colour dot- 
matrix and thermal-transfer printers 
colour proof /'kAlo pru:f/ noun a proof 
in colour o The printer has submitted 
colour proofs of the jacket. 

colour register /'kAlo ,red31sta/ noun 
the correct positioning of each colour on 
the previous one, so that the final result is 
perfect 

colour separation /kalo  ,sepo 
'rerf(o)n/ noun 1. separation of the various 


colours from a design into the process 
colours to make a series of four films for 
printing 2. film for a single colour 
COMMENT: The colours are separated by 
electronic scanning or by photographing the 
original using filters to isolate each colour in 
turn. Each colour is then printed as a 
separate proof for checking purposes: this 
is a colour separation negative. 
colour separations l'kAlo 
,Sepererf(o)nz/ plural noun overlays 
prepared by an artist for the various colours 
needed in a design 


colour swatch /'kAlo swptf/ noun a 
sample of colour given by an artist for the 
printer to match 


colour tool /'kAlo tu:l/ noun a utility or 
icon in a graphics or DTP application that 
allows the user to create custom colours by 
specifying the CMYK or RGB values and 
then draw or fill an area with this colour 


colour transparency /kalo trens 
'parensi/ noun a small photograph on 
positive colour film which can be used to 
print from. Abbr C/T 


column /'kolom/ noun 1. a vertical 
section of writing in a book, newspaper or 
magazine 2. a regular section or article in a 
newspaper or magazine by the same writer 
or on the same subject 
columnar  /ko'lamno/ 
columns 

columnar graph /ka,lamno 'gra:f/ 
noun a graph on which values are shown as 
vertical or horizontal bars 

columnar working . /ka,lamno 
'w3tkrp/ noun a method of data presenta- 
tion in which information is shown in 
columns 

column balancing /'kolom 
,baelensmy/ noun the automatic adjustment 
of columns on a page, so that they are the 
same length 

column break /'kolom bretk/ noun a 
bad break which occurs in a column 
column-centimetre /,kolom 
'sentimi:to/, column-inch noun the depth 
in centimetres or inches of a space in a 
newspaper column, used for calculating 
charges for advertising 

columnist /‘kvlomnist/ noun a jour- 
nalist who writes a regular column for a 
newspaper or magazine 

column rule /'kplom ru:l/ noun a rule 
running down the page of a newspaper 
from top to bottom, separating the columns 


adjective in 


commitment 





columns across /kplomz o'krps/ 
adjective printing a newspaper with the 
columns running across the cylinder 


columns around /,kvlomz o'raund/ 
adjective printing a newspaper with the 
columns running round the plate cylinder 


comb binding /'koum ,barndr/ nouna 
type of mechanical binding, where loose 
pages are attached by the teeth of a plastic 
comb, which are then rolled round to form 
a spine 

combination line and halftone 
/kpmbinerf(o)n jam ən ‘harftoun/, 
combination plate noun a plate which 
uses both line artwork or text and photo- 
graphs in the same design 


combined halftone and line /kom 
,barnd ,ha:ftoun on 'larn/ adjective refer- 
ring to an illustration which uses both half- 
tones and line artwork in the same design 
coming-and-going — /kAmm ən 
'geurp/ noun a method of printing two 
copies of a book at the same time, with the 
pages joined head to head. » fore and aft, 
printed head-to-head, printed head-to- 
tail, two-up 

comma /kpbmo/ noun a punctuation 
mark (,) used to show the natural breaks in 
written sentences 


commentary /'kpmont(o)ri/ noun a 
text which comments on another text o a 
series of commentaries on the books of the 
Bible o He has written a commentary on 
Shakespeare's ‘Hamlet’. 

commerce /'koms:s/ noun the buying 
and selling of goods and services 
commercial /ko'm3:/(o)/ adjective 
relating to buying and selling things o 
Sample only — of no commercial value. m 
noun an advertisement on television 
commercial a /ko'ma:f(9)] e1/ noun a 
printing sign (€) which means ‘at’ 
commercial artist — /ko,ma:J(5)l 
'a:tist/ noun an artist who designs adver- 
tisements such as posters for payment 
commercial college  /ko'ma:f(o)l 
,kolid3/ noun a college which teaches 
business studies 

commercial course /kə'ms:f(ə)l 
ko:s/ noun a course where business skills 
are studied 

commercial directory /ko'ma:f(o)l 
dar,rekt(o)ri/ noun same as trade direc- 
tory 


commercial law /ko,ma:f(9)) "1o: 
noun laws regarding the conduct of busi- 
ness 

commercial lawyer  /ko,ma:f(9)l 
‘lorja/ noun a person who specialises in 
company law or who advises companies on 
legal problems 

commercial printer  /ko,ma:f(9)l 
'printo/ noun a printing company which 
prints for business clients other than 
publishers 

commercial traveller /ko,ma:f(o)l 
'traev(o)lo/ noun a salesperson who travels 
round an area visiting customers on behalf 
of their company 

commission /ko'mrf(o)D] noun 1. 
money paid to a salesperson or an agent, 
usually a percentage of the sales made o 
She gets 1096 commission on everything 
she sells. 2. a job given to a person or 
company to do o He has an interesting 
commission — to write a history of 
museums. 3. a group of people officially 
appointed to examine a problem o The 
government has appointed a commission 
of inquiry to look into the problems of 
small exporters. o He is the chairman of 
the government commission on export 
subsidies. m verb to arrange for somebody 
to do some work in exchange for payment 
o He was commissioned to design a new 
logo. a to commission a book to ask an 
author to write a book o She has commis- 
sioned a series of books on world history. o 
They never publish works submitted on 
spec, and commission everything in their 
list. 

commission agent  /ko'mif(o)n 
,eidaont/ noun an agent who is paid by 
commission, not by fee 
commissioning editor /ko,mrfonrg 
'edito/ noun a person who asks authors to 
write books for the part of the publisher's 
list for which he or she is responsible 
commission rep /ko'mrf(o)n rep/, 
commission salesman noun a sales- 
person who is not paid a salary, but 
receives a commission on sales 
commission sale /ko'mrf(o)n seil/ 
noun a sale where the salesperson is paid a 
commission. Also called sale on commis- 
sion 

commitment /ko'mrtmont/ noun a task 
which you undertake to do 

common business-oriented 
language noun full form of COBOL 


common pricing 





common pricing /,komon 'prarsim/ 
noun the illegal fixing of prices by several 
businesses so that they all charge the same 
price 

common query language /,.komon 
'kwreri ,lengwida/ noun a formal 
language used to interrogate a database. 
Abbr CQL 


commons /'komənz/ plural noun data 
stored in the memory of one computer that 
is available to all computers linked to it by 
a network 


communication /ko,mju:nr'kerf(o)n/ 
noun 1. the exchange of information 
between people, e.g. by means of speaking, 
writing or using a common system of signs 
or behaviour 2. a spoken or written 
message 3. the act of giving information 


communicative /ko'mju:nikotiv/ 
adjective 1. relating to communication or 
to systems for communication 2. (in foreign 
language teaching) stressing the impor- 
tance of language as a tool for communi- 
cating information and ideas 
communiqué /ko'mju:niker/ noun an 
official announcement, especially to the 
press or public 


comp /komp/ abbreviation 1. compositor 
2. comprehensive layout 

compact disc interactive 
/ kompakt disk ,mtor'ektrv/ noun full 
form of CD-I 

compact disc — read only memory 
/ kompakt ,disk ,ri:d ,ounli 'Àmem(o)ri/ 
noun full form of CD-ROM 

compact disc write once /,kompzkt 
disk ,rait 'wans/ noun full form of CD- 
wo 

compact video disc /,kompekt 
'vidiou ,disk/ noun a compact disc that 
plays both sound and pictures 
companies’ register /,kamponiz 
'redsisto/ noun a list of companies, 
showing their directors and registered 
addresses. Also called register of compa- 
nies 

companion /kom'paenjon/ noun a 
guide or handbook on a particular subject 
companionship ^ /kom'penjon[tp/ 
noun a group of compositors working 
together on the same job 

company law /,kamp(o)ni 'lo:/ noun 
laws which refer to the way companies 
work 


compatibility /kom,pztr'biliti/ noun 
(of two devices or programs) the ability to 
function together 


COMMENT: By conforming to the standards 
of another manufacturer or organisation, 
compatibility of hardware and software 
allows programs and devices to be 
interchanged without modification; text, for 
example, can be written on one machine 
using a word-processing package and 
edited on another machine using a page 
make-up package. 

compatible /kom'pztib(a)l/ adjective 

working well together 


compendious /kom'pendios/ adjective 
containing a wide range of information in 
a concise form 


compendium /kom'pendiom/ noun a 
book in which two or more previously 
published books are brought together 


compensating guard 
/‘komponseitiy ga:d/ noun same as 
guard 

compensating roller /‘komponseit1n 
Creulo/ noun a roller in a web-fed press 
which compensates for the uneven tension 
in the reel of paper. » jockey roller 


competence  /'kompit(o)ns/ noun 
knowledge of a language that enables 
somebody to speak and understand it 
competing /kom'pi:trp/ adjective in 
competition with somebody or something 
else 

competing firms /kom'pi:tin fa:mz/ 
plural noun firms which are in competition 
with each other 


competition /,kpompo'trf(o)n/ noun 1. a 
situation where two or more companies 
with similar products try to persuade 
people to buy theirs 2. an informal test of 
skill or ability o The children's library ran 
a competition to see who read the most 
books during the school holiday. a the 
competition companies which are trying 
to compete with your product 
competitive /kom'petitiv/ adjective 
offered at the same low or cheaper price 
than similar goods 

competitively priced /kom,petitrvli 
'prarst/ adjective sold at a low price which 
competes with that of similar products 
from other companies 


competitive pricing /kom,petitiv 
‘praisin/ noun the practice of putting a low 
price on a product so that it competes with 
similar products from other companies 


computer 





compilation /,kompr'lerf(o)n/ noun a 
work produced by combining material 
from other books or documents 

compile /kom'pail/ verb to put together 
different pieces of information in order to 
make them into one document 

compiler /kom'pailo/ noun a person 
who collects and edits material taken from 
various sources for publication as a new 
work 

complementary colours 
/kpompliment(o)ri 'kAloz/ plural noun 
two colours that when optically combined 
produce white 

completion /kom'pli:f(o)n/ noun the 
point at which something is finished 
completion date /kom'pli: f(o)n dert/ 
noun the date by which something must be 
finished 

complimentary  /kompli'ment(o)ri/ 
adjective free or given as a present o The 
author got three complimentary copies of 
his book. o He asked for a complimentary 
copy to be sent to his father. 
compliments slip /komplimonts 
slip/ noun a piece of paper with the name 
of the company printed on it, sent with a 
book, document or gift instead of a letter 
comp list /'komp list/ noun a list of 
people who receive complimentary copies 
compose /kom'pouZ/ verb 1. to create a 
musical or literary work 2. to put text into 
type ready for printing, using any method, 
such as hot metal setting or photocomposi- 
tion 

composing frame  /kom'pouzig 
frerm/ noun a compositor's storage unit, 
with cases for different types 
composing machine /kom'pouzrig 
mo, fit:n/ noun a machine which sets type 
automatically in hot metal, from instruc- 
tions given on a paper tape, punched by the 
compositor using a keyboard 
composing room /kom'pouzry ru:m/ 
noun the section of a printer's works or of 
a newspaper where the text is typeset and 
made up into pages 

composing stick /kam'psuzin stik/ 
noun a narrow metal holder in which the 
compositor places the pieces of type as he 
or she sets each line 

composite artwork = /'kompozit 
,Qitwark/ noun artwork which includes 
various elements such as text, halftones 
and sketch maps 


composite block /kompozit blok/ 
noun a printing block with halftones and 
line blocks or parts of different blocks 
composite separations /,kompozit 
,sepo'rerf(o)nz/ plural noun a digital file 
of the separations of a piece of artwork, all 
of which are stored together. Compare 
preseparated files 

composition /kpbmpo'zrf(o)n/ noun 
the way that the parts of something are put 
together 

composition costs /,kompo'z1f(o)n 
ikpsts/ plural noun the cost of typesetting 
a book 

composition size /kpmpo'zif(o)n 
saiz/ noun a printing type size which can 
be set by machine, as opposed to display 
sizes 

compositor /kom'ppzito/ noun 1. a 
person who sets up the required type prior 
to printing, either by hand using metal type 
or by keyboarding (NOTE: The US term is 
typographer.) 2. US a person who makes 
corrections to metal type or who sets tech- 
nical material. Abbr comp 
comprehensive /,kompri‘henstv/ 
adjective covering all the possible aspects 
of a subject 
comprehensive layout /,kompri 
‘hensiv Jerauot/, comprehensive 
/komprr'hensiv/ noun US finished 
artwork such as graphics, photographs or 
illustrations, used as part of a printed 
output. Abbr comp (NOTE: The UK term is 
visual.) 

compression /kom'pre(o)n/ noun the 
process of reducing the size of a computer 
file by encoding the data in a more efficient 
form 

compression ratio /kom'pref(o)n 
rerfiou/ noun the ratio of the size of an 
original, uncompressed file to the final, 
compressed file that has been more effi- 
ciently encoded 

comptometer /kbmp'tbomito/ noun a 
machine which counts automatically 
compulsory /kom'palsori/ adjective 
forced or ordered 

compulsory liquidation — /kom 
ipAlsori |likwr'derf(o)n/ noun liquidation 
which is ordered by a court 

computer /kom'pju:to/ noun an elec- 
tronic machine that processes data very 
quickly using a stored program 


COMMENT: Computers are now used in all 
stages of book and magazine production. 
The original text is keyboarded (often by an 


computer-aided design 
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author or journalist); a sub-editor may code 
it for typesetting, and it is passed via disk, a 
network or an ftp site to a typesetting 
computer. The typesetting computer has 
been programmed to recognise certain 
codes and output text in certain typefaces, 
point sizes, formats, etc., according to the 
codes inserted by the editors or 
compositors. Finally, the printing process 
itself is computerised, with inbuilt 
computers in the printing and binding 
machines programmed to accept printing 
instructions. 
computer-aided design /kom 
,pju:tor ,erdid di'zarn/ noun the use of a 
computer and graphics terminal to help a 
designer in his or her work. Abbr CAD 
computer-assisted composition 
lkom,pju:tor o,sistid ,kompo'z1f(a)n/ 
noun composition using digitally recorded 
text, which generates characters and auto- 
matically inserts spaces, as well as hyphen- 
ating, justifying and paginating 
computer-assisted design /kom 
\pju:tor o,sistid di'zamn/ noun same as 
computer-aided design 
computer department /kom'pju:to 
di,pa:tmont/ noun a department in a 
company which manages the company’s 
computers 
computer error /kom,pju:tor 'ero/ 
noun a mistake made by a computer 
computer file /kom'pju:to farl/ noun a 
block of information saved on a computer, 
with its own name 
computer-generated — /kom,pju:to 
'dsenoreitid/ adjective produced using a 
computer o The book is illustrated with 
computer-generated graphics. 
computer hardware /kom,pju:to 
‘hardwea/ noun machines used in data 
processing, including the computers, 
keyboards, monitors and printers, but not 
the programs 
computer indexing /kom,pju:tor 
'Indeksip/ noun automated methods of 
producing indexes 
computerised lkom'pju:torarzd/, 
computerized adjective changed from a 
manual system to an automated system o a 
computerised invoicing system o The book 
was set using computerised typesetting. 
computer language /kom'pju:to 
Jaeggwidz/ noun a language made up of 
numbers and characters used to give 
instructions to a computer 


COMMENT: There are three types of 
computer languages: machine code, 
assembler and high-level language. The 
higher the level the language is, the easier 


it is to program and understand, but the 
Slower it is to execute. Common high-level 
languages are BASIC, C, COBOL, 
FORTRAN, PASCAL, PROLOG. 
computer listing /kom,pju:to '"Irsti/ 
noun a printout of a list of items taken from 
data stored in a computer 
computer-literate /kom,pjuita 
‘lit(a)rat/ adjective having a good under- 
standing and experience of working with 
computers 
computer magazine /kom'pju:to 
maego,zi:n/ noun a magazine with articles 
on computers and programs 
computer network  /kom'pju:to 
,netwa:k/ noun shared use of a series of 
interconnected computers, peripherals and 
terminals 
computer program  /kom'pju:to 
\prougrem/ noun instructions to a 
computer, telling it to do a particular piece 
of work 
computer programmer /kom,pju:to 
'preugramo/ noun a person who writes 
computer programs 
computer programming /kom 
\pju:to 'praugremin/ noun the job of 
writing programs for computers 
computer services  /kom,pju:to 
's31VISIZ/ plural noun 1. support services 
for computer users 2. work done on a 
computer for clients by experts 
computer setting /ko'mpju:to ,setin/ 
noun typesetting using a computerised 
typesetting machine 
computer stationery /kom,pju:to 
'ster[(o)n(o)ri/ noun paper specially made 
for use in a computer printer 
computer system  /kom'pju:to 
,SIstom/ noun a set of programs and 
commands which run a computer 
computer tape /kom'pju:to terp/ noun 
a magnetic tape used in computers 
computer terminal  /kom'pju:to 
,tamin(o)l/ noun a keyboard and screen 
by which information can be put into a 
computer or called up from a database o a 
computer system consisting of a micro- 
processor and six terminals 
computer time /kom'pju:to tamm/ 
noun the time when a computer is being 
used, paid for at an hourly rate 
computer to plate /kom,pju:to to 
'pleit/ noun a system by which the 
publisher supplies the printer with text on 
disk, usually in PostScript format, and the 
printer outputs it direct to plate, without 


conflict of interest 





going through the CRC and film stages. 
Abbr CTP 
computer typesetting /kom'pju:to 
‘taipsetin/ noun typesetting which is done 
automatically by a computer, using 
instructions keyed on disk or tape 
computing /kom'pju:tiy/ noun the 
activity of using computers or computer 
software 
concertina fold /konso'ti:no fould/ 
noun same as accordion fold 
conciliation /kon,sili'erf(o)n/ noun the 
act of bringing together the parties in a 
dispute so that the dispute can be settled 
concise /kon'sais/ adjective using as 
few words as possible to give the necessary 
information 
conclude /kon'klu:d/ verb to complete 
something successfully o We have 
concluded a distribution agreement with a 
German distributor. 
concordance /kon'ko:d(o)ns/ noun an 
alphabetical index of all the words in a 
document o a concordance to the Bible o a 
Shakespeare concordance 
‘Logos Bible Software, for example, 
licenses 50 Bible translations and 5,000 
reference works, such as commentaries 
and concordances, that the company 
bundles into quickly searchable 
electronic libraries.’ [The Boston Globe] 


condense /kon'dens/ verb to make 
something shorter, e.g. to make text take up 
less space o The printer was asked to 
condense the text to 96 pages. o The book 
is a condensed version of the novel. 
condensed /kon'denst/ adjective, noun 
typeface with narrower characters than 
normal, taking less room on the line o The 
headwords are set in bold Univers 
condensed. 

condition /kon'd1/(o)n/ noun something 
that must happen before something else is 
possible n on condition that provided that 
o They were granted the lease on condition 
that they paid the legal costs. m verb to 
prepare paper for printing by exposing it to 
the temperature and humidity levels in the 
pressroom 

conditional /kon'drf(o)n(o)/ adjective 
provided that particular things take place o 
He made a conditional offer. 

conditions of employment /kon 
,dif(o)nz ov im'ploimmont/, conditions of 
service plural noun the terms of a contract 
of employment 


conditions of sale /kon,drf(o)nz ov 
'seil/ noun the agreed ways in which a sale 
takes place, such as discounts and credit 
terms 

conduct /kon'dakt/ verb to carry some- 
thing out o They had to conduct the conver- 
sation in Russian. o The chairman 
conducted the negotiations very efficiently. 
confectioners, tobacconists and 
newsagents full form of CTN 
conferencing /'konf(ə)rənsıy/ noun 
the holding of a conference, meeting or 
discussion in which the participants are 
linked by telephone, by telephone and 
video equipment or by computer 
confidence /k»bnfrd(o)ns/ noun the 
state of being able to trust or feel sure 
about somebody or something o The sales 
teams do not have much confidence in their 
manager. o His confidence that the book 
would sell well was justified. 

confident — /konfid(o)nt/ adjective 
certain or sure o / am confident the turn- 
over will increase rapidly. o Are you confi- 
dent the sales team is capable of handling 
this product? 

confidential /,konfr'denfol/ adjective 
intended to be kept secret o As this infor- 
mation is confidential you must not give it 
to anyone else. 

confidentiality / konfidenfi'zeliti/ 
noun the fact of being secret o He broke 
confidentiality by telling a rival firm about 
the plans. 

confirm /kon'fa:m/ verb to state that 
something is definite or true 
confirmation /,konfa'merfan/ noun 1. 
the act of checking that something is defi- 
nite 2. something which confirms the truth 
of something o He received confirmation 
from the bank that the cheque had been 
cleared. 

confiscate /'konfiskeit/ verb to remove 
private property as a punishment o The 
police are allowed to confiscate porno- 
graphic material. 

conflate /kon'fleit/ verb 1. to bring 
several pieces of text together to form one 
piece 2. US to bring together various parts 
of a book, such as text pages, colour illus- 
trations or insert maps, before the book is 
bound (NOTE: The UK term is collate.) 
conflict of interest /konflikt ov 
'introst/ noun a situation where somebody 
may profit personally from decisions 
which they take in their official capacity 


conglomerate 





conglomerate /kon'glpmorot/ noun a 
group of subsidiary companies which are 
linked together, but make very different 
types of products o The design studio is 
part of a large printing conglomerate. 
conifer /'konifo/ noun a tree growing in 
temperate regions which grows fast and 
produces the softwood which is exten- 
sively used in papermaking 

conjecture /kan'dzektfa/ noun a 
conclusion, judgment or statement based 
on incomplete or inconclusive information 
connect /ko'nekt/ verb to join two 
things together 

connected dots /ko,nektid ‘dots/ 
plural noun a block of halftone dots, which 
are joined together 

connection /ko'nekfon/ noun some- 
thing that joins or links two or more things 
o There is no connection between us and 
the American company of the same name. 
o Both the authors are published by the 
same company; that is the only connection 
between them. 

connections  /ko'nekf(o)nz/ plural 
noun customers, contacts or other people 
you know o He has useful connections in 
the printing industry. 

connectivity /kpbnek'tiviti/ noun the 
ability to communicate with another 
system or piece of hardware or software, or 
with an Internet site 

connect time /ko'nekt tarm/ noun the 
period of time a user is logged on to a 
remote computer, e.g. when browsing the 
Internet 

consideration /kon,sido'rerf(o)n/ 
noun 1. serious thought o We are giving 
consideration to moving the head office to 
Scotland. 2. | something valuable 
exchanged as part of a contract 

consign /kon'sarn/ verb n to consign 
goods to someone to send goods to some- 
body for them to use or to sell for you 
consignation /,konsar'nerf(o)n/ noun 
an act of consigning goods 

consignee /,konsar'ni:/ noun some- 
body who receives goods for their own use 
or to sell for the sender 

consignment /kon'sammont/ noun the 
delivery of goods o books sent on 
consignment books sent overseas, where 
they will be kept by another company to be 
sold on the publisher's behalf for a 
commission. The consignee will send back 
sales reports and sales revenue, less 


commission, to the consignor at regular 
intervals. 
COMMENT: On consignment deals are 
rarely favoured by accounting staff: it is 
difficult to establish whether a sale has 
been made, and the stock may have to be 
considered as if it were unsold warehouse 
stock. Ownership of the stock can prove 
difficult to establish in the case where the 
consignee goes into liquidation or is taken 
over (especially if, as usual, the consignee 
is in another country, operating under 
another legal system), and counting stock 
for valuation purposes is impossible. 
consignment note /kon'sammont 
nout/ noun a note saying that goods have 
been sent 
consignor /kon'samo/ noun a person 
who consigns goods to somebody 
consistency /kon'sistonsi/ noun 1. 
being reliably always the same o A house 
style is designed to impose consistency on 
all the publisher's list. 2. the state of being 
liquid or solid, especially the percentage of 
fibre in paper pulp o The consistency of the 
pulp will depend on the amount of water 
added. 
consolidate /kon'splidert/ verb 1. to 
put the accounts of several subsidiary 
companies into the accounts of the main 
group 2. to group goods together for ship- 
ping 
consolidated accounts — /kon 
SpDlidertid. o'kaunts/ plural noun the 
accounts of subsidiary companies grouped 
together into the accounts of the parent 
company 
consolidated shipment /kən 
,Spolideitid. 'frpmont/ noun goods from 
different companies grouped together into 
a single shipment 
consolidation /kon,splr'derf(o)n/ 
noun grouping goods together for shipping 
consortium  /kon'so:tiom/ noun a 
group of companies or organisations 
working together for a common purpose 
constat abbreviation continuous 
stationery 
consultancy /kon'sAltonsi/ noun the 
act of giving specialist advice o a consul- 
tancy firm o He offers a consultancy 
service. 
consultant /kon'sAltont/ noun an 
expert who gives advice in a professional 
field 
consumable /kon'sju:mob(9)l/ noun 
material such as paper or ink which is used 
up in a process 


continuation 





consumable textbook — /kon 
'sjummob(o)] 'tekstbuk/ noun a school 
book with blank spaces in which the 
student writes notes or answers, and which 
cannot be reused by another student 
consumer panel = /kan'sju:ma 
,pen(o)l/ noun a group of consumers who 
report on goods they have used so that the 
manufacturer can improve the goods, or 
use the consumers’ reports in advertising 
consumer protection /kon,sju:mo 
pro'tekfon/ noun the act of protecting 
consumers against unfair or illegal traders 
cont. abbreviation PUBL contents 
contact /'kontzekt/ noun the act of 
touching something m verb to touch some- 
thing o The print is made when the film 
contacts the paper. 

contact negative /'kontzkt 'negotiv/ 
noun a film that can be used to produce a 
print without any reduction or enlargement 
contact print /'kontakt print/ noun a 
print made where the paper touches the 
negative, and which is therefore exactly the 
same size as the negative 

contact printing /‘kontekt 'printi/ 
noun a photographic printing process in 
which the negative touches the light-sensi- 
tive paper 

contact screen /'kontekt skri:n/ 
nouna type of screen used for making half- 
tone blocks, where the screen touches the 
film 

container /kon'terno/ noun 1. a box, 
bottle or can which can hold goods o The 
gas is shipped in strong metal containers. 
o The container burst during shipping. 2. a 
very large metal case of a standard size for 
loading and transporting goods on trucks, 
trains and ships o container ship o 
container terminal o to ship goods in 
containers 

container board /kon'temo bo:d/ 
noun strong cardboard used to make boxes 
containerisation /kon,temorat 
'Ze1f(o)n/, containerization noun putting 
goods into containers, or shipping in 
containers 

containerise /kon'temoraiz/, contain- 
erize verb to put goods into containers, or 
to ship goods in containers 

content /'kontent/ noun information 
made available by an electronic medium or 
product 

content management /'kontent 
maenidamont/ noun the management of 


the textual and graphical material 


contained on a website 


‘While organisations are building more 
elaborate content management systems, 
they are failing to address the need to 
harness and share knowledge in 
meaningful ways. The information [in 
these] is just the thin end of a large and 
largely unmanageable wedge. The rest of 
the wedge comprises human interaction 
like face-to-face conversations, online 
discussion groups, weblogs, telephone 
calls, instant messages, emails and so 
on.' [/nformation World Review] 


content provider /‘kontent pro 
,Vaido/ noun a website containing mainly 
news or information rather than commer- 
cial facilities such as shopping or banking, 
or a business supplying the information for 
such a website 

contents /'kontents/ plural noun 1. the 
subject matter of a document or publica- 
tion 2. a list at the front of a publication 
that gives the title and number of the first 
page of each new chapter or part 
contents list /'kontents Irst/ noun a list 
of the main chapters in a book, given 
usually at the beginning. Also called list of 
contents 

contents page /'kontents perds/ noun 
a page at the beginning of a document 
listing the things in it 

content syndication — /kontent 
,Ssindikerf(o)n/ noun the act of making 
content available to be accessed and repro- 
duced by subscribers 

context /'kontekst/ noun 1. a back- 
ground situation to an event which helps it 
to be understood n out of context seen as 
an individual item not related to its back- 
ground n how a word is used in context 
how it goes together with other words and 
phrases to form a sentence 2. additional 
information about a product that is consid- 
ered to be helpful to customers and is 
shown on a website. For example, reviews 
by other customers displayed on the site 
for a particular book. 

continual /kən'tınjuəl/ adjective 
happening again and again o Production 
was slow because of continual breakdowns 
in the paper feed. 

continually /kon'tinjuoli/ adverb again 
and again o The photocopier is continually 
breaking down. 

continuation /kon,tinju'erf(o)n/ noun 
the act of continuing 


continuation page 





continuation page /kon,tinju'erf(o)n 
peid3/ noun a page or screen of text that 
follows on from a main page 

continue /kon'tinju:/ verb to go on 
doing something or to do something which 
you were doing earlier o The serial will be 
continued in our next issue. o The article is 
continued on page 98. o Printing will 
continue all night. 

continuity book club /,kontr'nju:iti 
bok klab/ noun US a book club in which 
books are sent to members automatically, 
leaving the member free to return the book 
if he or she does not want to buy it 
continuity set /,kontr'nju:iti set/ noun 
a series of volumes of a reference title such 
as an encyclopedia, which are updated and 
expanded by regular new publications 
continuous /kon'tmjuas/ adjective 
with no end or with no breaks 
continuous feed /kon,tinjuos 'fi:d/ 
noun a device which feeds continuous 
stationery into a computer printer 
continuous sections /kon,tinjuos 
'sek f(o)nz/ plural noun an arrangement of 
sections of a book where each follows on 
from the next, as opposed to insetted 
sections 

continuous stationery /kon,tinjuos 
'sterf(o)n(o)ri/ noun paper made as a long 
sheet used in computer printers. Abbr 
constat 

continuous text /kon'tinjuos tekst/ 
noun written matter which continues 
without any break for illustrations, charts, 
etc. 

continuous tone /kan'tinjuas toun/ 
noun an image such as a watercolour 
painting, where the tone shades between 
dark and light without being broken up into 
dots, as opposed to halftones and line 
drawings 

contone /'kontoun/ abbreviation contin- 
uous tone 

contract /kon'trekt/ noun 1. a written 
legal agreement o The contract is binding 
on both parties. 2. a to put work out to 
contract to decide that work should be 
done by another company on a contract, 
rather than employing members of staff to 
do it m verb to agree to do some work by 
contract o to contract to supply 10,000 
copies at 0.65p per copy n to contract out 
of an agreement to withdraw from an 
agreement with the written permission of 
the other party 


COMMENT: In a publishing contract the 
publisher is granted the right to publish a 
work under certain conditions: the payment 
of a fee or royalty to the author; a definition 
of the markets in which the publisher can 
publish and sell the work; the defined right 
of the publisher to sublicense translations, 
book club editions, film adaptations, etc., on 
behalf of the author. For his part, the author 
guarantees that the book is original (i.e., 
that it is not copied from another book), is 
not libellous and that the author does in fact 
hold the rights to the book. 
contracting party — /kon,trektin 
'pa:ti/ noun a person or company which 
signs a contract 
contract law /'kontraekt 15:/ noun laws 
relating to agreements 
contract of employment /,kontrzkt 
ov im'plormont/ noun a contract between 
management and employee showing the 
conditions under which the employee 
works 
contractor /kon'traekto/ noun a person 
or company which does work according to 
a written agreement 
contract proof /'kontrakt pru:f/ noun 
a colour, hardcopy representation of the 
intended printed image made from the 
films from which the final image carrier 
will be made 
contractual /kon'trektfuoal/ adjective 
according to a contract o She is under no 
contractual obligation to buy. o to fulfil 
your contractual obligations to do what 
you have agreed to do in a contract 
contractual liability /kon,trzkt fuol 
Jaro'biliti/ noun a legal responsibility for 
something as stated in a contract 
contractually /kon'trektjuoli/ adverb 
according to a contract o The company is 
contractually bound to pay his expenses. 
contract work /'kontrakt w3:k/ noun 
work done according to a written agree- 
ment 
contrary /'kontrori/ noun 1. the opposite 
2. material such as pitch found in paper, 
which should not be there 
contrast /'kontra:st/ noun a big differ- 
ence between two things which is clear 
when they are compared 
contrasting /kon'tra:stin/ adjective 
showing sharp differences o a cover design 
in contrasting colours 
contrasty /'kontra:sti/ adjective having 
too much contrast 
contribute  /kon'tribju:t/ verb to 
provide part of a whole o to contribute an 


co-operative advertising 





article to a magazine o to contribute 
money to help pay for something 
contributed content website /kon 
tribjuitd. ,kontent 'websait/ noun a 
website that allows visitors to add their 
contributions to its content, e.g., to write 
reviews of books that are advertised on the 
site 

contribution /,kontrr'bju:f(o)n/ noun 
a piece of material that forms part of a 
publication or broadcast 

contributor /kon'tribjuto/ noun a 
person who contributes to a publication 
such as a newspaper or anthology 
control /kon'troul/ noun the power or 
authority to make decisions about how 
something is managed m verb to organise 
something so that it works the way you 
want it to 


control group /kon'troul gru:p/ nouna 
small group which is used to check a 
sample group 

control key /kon'troul ki:/ noun a key 
on a computer which works part of a 
program 

controlled circulation magazine 
/ken,trould ,sas:kjulerf(o)n ,mago'zi:n/ 
noun a magazine which is not sold, but 
given free to a special list of readers 
controller /kon'troulo/ noun 1. a person 
who controls something, especially the 
finances of a company 2. US the chief 
accountant in a company 

control strip /kon'troul strip/ noun a 
colour control bar which is printed on the 
edge of colour proofs 

control systems /kon'troul ,sistomz/ 
plural noun systems used to check that a 
computer system is working correctly 
control target /kon'troul 'ta:git/ noun 
an image that contains specific elements 
designed to highlight variations in repro or 
printing 

convention /kon'venfon/ noun 1. a 
large meeting of an organisation or polit- 
ical group 2. an international agreement. » 
Berne Convention, Universal Copyright 
Convention 


COMMENT: Both the Berne Convention and 
the UCC were drawn up to try to protect 
copyright from pirates; under the Berne 
Convention, published material remains in 
copyright until 50 years after the death of 
the author and for 25 years after publication 
under the UCC. In both cases, a work which 
is copyrighted in one country is 
automatically covered by the copyright 


legislation of all countries signing the 
convention. 


conversion /kon'va:f(o)n| noun a 
change from one computer system to 
another 

conversion price  /kon'va:f(o)n 
prais/, conversion rate /kon'va:f(o)n 
reit/ noun the rate at which a currency is 
changed into a foreign currency 
conversion table  /kon'va:f(o)n 
,teib(o)l/ noun a table for converting 
prices in a foreign currency to those of a 
local currency, used by some countries to 
regulate the retail price of imported books 
convert /kon'va:t/ verb to change money 
of one country for money of another o We 
converted our pounds into Swiss francs. 
convertibility /kon,va:to'biloti/ noun 
the ability of a currency to be exchanged 
easily for another 

convertible currency /kon,v3:tob(o)l 
'Karonsi/ noun a currency that can be 
exchanged for another easily 
converting /kan'v3:t1n/ noun the use of 
paper or board to make stationery or pack- 
aging, with very little printing involved 
cookery book /'kok(o)ri buk/, cook- 
book /'kukbuk/ noun a book that gives 
recipes for preparing food (NOTE: Cook- 
book is always used in the US, and the 
term is becoming much more common in 
GB English.) 

cookie /'koki/ noun a computer file 
containing information about a user that is 
sent to the central computer with each 
request. The server uses this information to 
customise data sent back to the user and to 
log the user's requests. 

co-operate /,koo 'pporeit/ verb to work 
together o The governments are co-oper- 
ating in the fight against piracy. o The two 
firms have co-operated on the computer 
project. 

co-operation /kəu ,ppo'rerf(o)n/ noun 
the act of working together o Without the 
co-operation of the workforce the project 
would never have been completed ahead of 
schedule. 

co-operative /kou 'pp(a)rativ/ adjec- 
tive willing to work together o The work- 
force has not been co-operative over the 
management's productivity plan. 
co-operative advertising — /koo 
Dp(o)retrv 'aedvotarzig/ noun adver- 
tising where two companies share the 
costs, such as advertising by an agent and 
the publisher 


coordinate 





coordinate noun /kou'o:dinot/ a value 
from an axis on a graph, used to locate a 
specific point m verb /koo'o:drneit/ to 
combine different items so that they work 
well together o She is trying to co-ordinate 
the typesetting, printing and binding in 
various locations. 

copier /'kopio/ noun same as photo- 
copier 

copper /'kppo/ noun a red metal used for 
halftone blocks and in engravings 


copperplate /'kopoplerit/ noun 1. a 
plate of copper, used to make engravings 2. 
a type of handwriting or script with long 
ascenders and descenders sloping to the 
right, used in the 18th century in Britain, 
and taught as a model in schools 
copperplate printing  /'kopoplert 
,printip/ noun a printing method that uses 
a copper plate on which the image is 
etched, producing a very sharp image 
coproduction l'koupro,dAk f(o)n/ 
noun production of a large book or TV 
show where more than one company 
shares in the cost 


coproperty /koo'prppoti/ noun owner- 
ship of property by two or more people 
together 


coproprietor /,koupro'praroto/ noun a 
person who owns a property with another 
person or several other people 
copublication — /kou,pablr'kerf(o)n/ 
noun the act of copublishing a book. ù co- 
edition 

copublish /kou'pAblrf/ verb to publish a 
book, together with one or more other 
companies who are involved in the origina- 
tion of the book, and then sell it in different 
markets o We are copublishing the book 
with a Swedish publisher. 


copublisher /kəv'pablıfə/ noun a 
publisher who joins with another to 
publish a book 


copy /'kppi/ noun 1. something that is 
made to look exactly the same as the orig- 
inal 2. the text of a manuscript or adver- 
tising material a copy for the cover Same 
as cover copy m verb to make something 
look exactly the same as the original 
copy block /'kopi blpk/ noun a block of 
text which is dealt with as a single part of a 
design 

copy board /'kppi bo:d/ noun the part 
of a camera on which copy is fixed to be 
photographed 


copy date /'kppi deit/ noun the date 
when copy for an article or advertisement 
has to be delivered to the newspaper or 
magazine publisher 

copyedit /'kopi,edit/ verb to do prepara- 
tion work to a piece of copy before it is 
published 

copy editing /'kopi ,edrtip/ noun prep- 
aration work by an editor in a publishing 
company, such as correcting errors, 
changing the text to fit house style and 
marking up the typesetting style, to make a 
manuscript ready for typesetting 

copy editor /'kppi ,edita/ noun a person 
whose job is to check material ready for 
printing for accuracy and consistency of 
typeface, punctuation and layout 

copy fitting /k»opi ,frtrmp/ noun the 
process of deciding on the size of type 
which will be needed to fit a text into a 
particular fixed space 

copy-fitting table  /kppi fitr 
,teib(2)l/ noun a table showing the space 
taken by characters in a particular typeface 
and point size, used for casting off 

copy holder /'kppi ,houldo/ noun 1. a 
person who reads out the original text 
while a proofreader corrects the proofs 2. a 
stand next to a computer, on which the 
keyboarder puts the copy to be keyboarded 
copy in /,kppi 'rn/ verb to send a copy to 
somebody, especially a copy of a letter or 
other document 

copying /kppim noun the act of 
making copies o Limited copying from a 
book is allowed for private reference 
purposes. o The company discovered cases 
of unauthorised copying of copyright 
material. 

copy preparation l'kopi 
prepererf(o)n/ noun the process of 
marking up copy for the printer 

copy protect /,kpbpi pro'tekt/ noun a 
switch used to prevent copies of a disk 
being made 

copy protection /'kpnpi pro,tekfon/ 
noun a means of preventing unauthorised 
duplication of computer software 

copy reader /'kopi ,ri:do/ noun a 
person who checks copy before printing 
copyright /kppirait/ noun the legal 
right, which the creator of an original work 
has, to only allow copying of the work with 
permission and sometimes on payment of 
royalties or a copyright fee o work which 
is out of copyright work by a writer who 


corner marks 





has been dead for fifty years a work still in 
copyright, which is covered by copyright 
work by a living writer, or by a writer who 
has not been dead for fifty years m verb to 
confirm the copyright of a written work by 
inserting a copyright notice and publishing 
the work o The book was copyrighted in 
the UK m adjective covered by the laws of 
copyright o It is illegal to photocopy a 
copyright work. 


COMMENT: Copyright lasts for 50 years after 
the author's death according to the Berne 
Convention, and for 25 years according to 
the Universal Copyright Convention. In the 
USA, copyright is for 50 years after the 
death of an author for books published after 
January 1st, 1978. For books published 
before that date, the original copyright was 
for 28 years after the death of the author, 
and this can be extended for a further 28 
year period up to a maximum of 75 years. In 
1995, the European Union adopted a 
copyright term of 70 years after the death of 
the author. The copyright holder has the 
right to refuse or to grant permission to copy 
copyright material, though under the Paris 
agreement of 1971, the original publishers 
(representing the author or copyright 
holder) must, under certain circumstances, 
grant licences to reprint copyright material. 
The copyright notice has to include the 
symbol ©, the name of the copyright holder 
and the date of the copyright (which is 
usually the date of first publication). The 
notice must be printed in the book and 
usually appears on the reverse of the title 
page. A copyright notice is also printed on 
other forms of printed material such as 
posters. A change in 1995 of the term of 
copyright in the European Union has 
created problems for publishers and 
copyright holders, in cases where the 
author died more than fifty years but less 
than seventy years ago. In effect, such 
authors have returned to copyright, and 
royalties, etc., are due to their estates until 
the seventy year term expires. This applies 
to well-known authors such as Beatrix 
Potter and James Joyce, as well as to 
composers, such as Elgar. 


Copyright Act /'kopirart aekt/ noun an 
Act of Parliament making copyright legal, 
and controlling the copying of copyright 
material 


copyright deposit /,kopirart di'ppzit/ 
noun the deposit of a copy of a published 
work in a copyright library, usually the 
main national library, which is part of the 
formal copyrighting of published material 


copyright fee /'kppirart fiz noun 
money paid to the holder of a copyright for 
permission to use their work 

copyright holder /'kppirait ,hooldo/ 
noun a person or company who holds the 


copyright in a published work. Also called 
copyright owner 

copyright infringement /'kopirart in 
ifrmd3mont/ noun the act of illegally 
copying or using a work that is covered by 
copyright law. Also called infringement 
of copyright 

copyright law /‘kppirait 15:/ noun a law 
which protects the rights to copyright 
copyright lawyer /koppirait lo:jo/ 
noun a person who specialises in the law 
concerning copyright 

copyright legislation — /'knpirart 
Jedaislerf(o)n/ noun laws concerning 
copyright 

copyright licence l'kppirart 
Jais(o)ns/ noun official permission to 
produce, copy and sell works that are 
protected by copyright law 

copyright notice /'kppirart ,nootrs/ 
noun a note in a book showing who owns 
the copyright and the date of ownership, 
printed on the verso of the title page 
copyright owner /kppirait ,o0no/ 
noun same as copyright holder 

copy typing /'kopi ,tarprp/ noun the 
typing of documents from handwritten 
originals, not from dictation 

copywriter /'kopiraito/ noun a person 
who writes the text for advertisements 
copywriting /kppi,rartrp/ noun the 
writing of copy for advertisements 
CORA /'ko:ro/ noun the computer type- 
setting language used by Linotype. Full 
form computer orientated reproducer 
assembly 

cords /ko:dz/ plural noun pieces of hemp 
string running across the back of a book, to 
which the signatures are sewn before the 
case is attached 

core stock /,ko: 'stpk/ noun same as 
basic stock 

Corner /'k5:no/ verb to gain control of a 
particular market m noun 1. a place where 
two sides join o The carton has to have 
specially strong corners. 2. a point where 
the sides of a page or cover of a book meet 
o In a half bound book, the spine and 
corners are covered in a different material 
from the sides, often leather. 

corner marks /'ko:no marks/ plural 
noun marks on a piece of artwork or on 
colour separations, showing where the 
corners of the printed page fall, so as to 
help justification or colour register 


corner-rounding machine 





corner-rounding machine /ko:no 
aundm me,fi:n/ noun a machine that 
rounds the corners of a sewn and gathered 
book before it is bound 


corona /ko'rouno/ noun an electrical 
discharge that is used to charge the toner 
within a laser printer 


corona wire /ko'rouno ,waro/ noun a 
thin wire that charges the powdered toner 
particles in a laser printer as they pass 
across it o /f your printouts are smudged, 
you may have to clean the corona wire. 
corporate /ko:p(o)rot/ adjective 1. 
owned by one or more large businesses 2. 
shared by all the members of an organisa- 
tion 

corporate image /,ko:p(o)rot 'ımıd3/ 
noun the way in which a company would 
like the public to think of them 
corporate plan /ko:p(o)ret 'plan/ 
noun a plan for the future work of a whole 
company 

corporate planning  /ko:p(o)rot 
‘planin/ noun the task of planning the 
future work of a whole company 
corporate profits — /ko:p(o)rot 
'profits/ plural noun the profits of a corpo- 
ration 

corporation /ko:po'rerf(o)n/ noun a 
large company or business 

corporation tax  /ko:po'rerf(o)n 
taeks/ noun a tax on profits made by 
companies 


Correct /ko'rekt/ adjective accurate and 
without mistakes m verb to mark mistakes 
so that they can be put right 


correction /ko'rek f(o)n/ noun a change 
which makes something correct o He made 
some corrections to the text of the preface. 
o Corrections are charged to the author. 
COMMENT: Corrections are usually 
indicated in different coloured inks, to show 
who is responsible for the alteration: 
authors and publishers corrections are 
marked in blue; printer's errors are marked 
by the publisher in red; printer's corrections 
are marked by the printer in green. 
correction marks X /ko'rekf(o)n 
marks/, correction signs plural noun 
signs used to indicate corrections, used by 
editors and typesetters 
correction overlay  /ko'rekf(o)n 
,9Uveler/ noun a film on which corrections 
can be made to artwork 
correspondence  Jkori'sppndons/ 
noun letters sent and received 


correspondence column  /kopri 
'sppndons ,kplom/ noun the letters page 
of a newspaper, where letters from readers 
to the editor are printed 


correspondent /,kori'spondont/ noun 
1. somebody who writes letters 2. a televi- 
sion or newspaper reporter on a specialist 
subject or in a particular area 


corrigenda /,korr'gendo/ plural noun a 
list of corrections printed in a book 


corrigenda slip /,kvri'gendo ,slrp/ 
noun a list of corrections of errors in a 
printed book, printed on a separate slip of 
paper and inserted in the bound book 


corrigendum /,kor1'gendam/ noun an 

error to be corrected (NOTE: The plural is 

corrigenda.) 

corrugated  /'korogertid/ adjective 

made with narrow folds on the surface o 

The books are packed in corrugated board. 
COMMENT: Corrugated paper is formed of 
several layers of paper which are folded 
concertina-fashion, in very small folds. If 
layers of corrugated paper are sandwiched 
between boards, the result is corrugated 
board. 

corrupt /ko'rapt/ adjective 1. acting 

dishonestly or illegally 2. containing errors 

o corrupt computer data 


cost /kpst/ noun the amount of money 
needed to buy, do or make something o to 
sell at cost to sell at a price which is the 
same as the cost of manufacture or the 
wholesale cost m verb 1. to have a price o 
How much does the machine cost? o This 
book costs £20 in hardback. 2. a to cost a 
product to calculate how much money 
will be needed to make a product, and so 
work out its selling price 

cost, insurance and freight noun an 
estimate of a price, which includes the cost 
of the goods, the insurance and the trans- 
port charges. Abbr c.i.f. 

cost accounting /'kost o,kaunti/ 
noun preparation of special accounts of 
manufacturing and sales costs 

cost analysis /'kost o,nzlosis/ noun 
examination in advance of the costs of a 
new product 

cost centre /'kpst ,sento/ noun a group 
or machine whose costs can be itemised 
and to which fixed costs can be allocated 
cost-cutting /kpst ,katm/ adjective 
reducing costs o We cancelled the order for 
a new photocopier as a cost-cutting exer- 
cise. 
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cost-effective /,kost1 'fektrv/ adjective 
saving money in comparison with the 
amount of time or money spent 
cost-effectiveness / kost I 
'fektivnos/ noun the quality of being cost- 
effective o Can we calculate the cost-effec- 
tiveness of air freight compared with ship- 
ping by sea? 

costing /'kostrp/ noun a calculation of 
the manufacturing costs, the marketing and 
distribution costs, and also the royalty, 
which allows the publisher to set the 
selling price of a book o The costings give 
us a retail price of $2.95. o We cannot do 
the costing until we have details of all the 
manufacturing costs. 

cost-of-living index /,kpst ov ‘livin 
Indeks/ noun a way of measuring the cost 
of living, shown as a percentage increase 
on the figure for the previous year 

cost of sales / kost ov 'serlz/ noun all 
the costs of a book sold, including manu- 
facturing costs and the staff costs of the 
production department, together with the 
royalty due to the author 

cost per click-through /,kpst po 'klrk 
Oru:/ noun a method of pricing online 
advertising, based on the principle that the 
seller gets paid whenever a visitor clicks on 
an advertisement 

cost per thousand /kpst pa: 
'Oauz(o)nd/, cost per mille noun the cost 
of an advertisement, calculated as the cost 
for every thousand people reached or the 
cost of a thousand impressions for a 
website. Abbr CPT, CTM 

cost plus /,kost 'plas/ noun a system of 
charging, where the selling price of a 
product is the same as the price paid by the 
seller, but with a percentage added o We 
are charging for the editorial work on a 
cost plus basis. o The agreement gives a 
cost plus 2596 selling price. 

cost price /'kost prars/ noun a selling 
price which is the same as the price that the 
seller paid for the item, either the manufac- 
turing price or the wholesale price 

costs /kpsts/ plural noun the expenses 
involved in a court case 

cost sheet /'kost fi:t/ noun a sheet used 
in a printing works or publisher's office 
which lists all the costs incurred in a piece 
of work 

cotton /'kpton/ noun thread and woven 
material from fibres from a tropical plant 


COMMENT: Cotton rag was formerly an 
important source of raw material for 


papermaking, and rag paper is strong and 
white, and of very good quality. Because 
cotton rag is less easily available and in any 
case is not sufficient to meet increasing 
demand for good quality paper, most paper 
is now made from wood pulp. 


couch /kautf/ verb to move newly made 
wet paper from the wire mesh to a felt mat 
coucher /'kaotfo/ noun an employee 
who takes the wet paper from the vatman 
and puts it onto the felt mat 

couching roll /'kavtfıy roul/ noun a 
roll which squeezes wet paper as it leaves 
the mesh 

counter /'kaunto/ noun 1. a long flat 
surface in a shop for displaying and selling 
goods 2. the space inside the curved part of 
a letter (the bowl), as in a ‘b’ or ‘p’ 3. a 
device attached to a machine which counts 
the number of sheets used, books 
produced. etc. 

counter- /kaunto/ prefix against 
counterfoil /‘kauntoforl/ noun a slip of 
paper kept after writing a cheque, invoice 
or receipt, as a record of the deal which has 
taken place 

counter pack /'kaunto pek/ noun a 
box that displays books, designed to be 
placed on a bookshop counter 
countersign /'kauntosarn/ verb to sign 
a document that has already been signed by 
somebody else o All cheques have to be 
countersigned by the finance director. o 
The sales director countersigns all my 
orders. 

counter staff /'kaunto sta:f/ noun sales 
staff who serve behind counters 
counting house /‘kaunt1n haus/ noun 
a department in a company which deals 
with cash 

counting keyboard — /kauntiy 
ikizbo:d/ noun a keyboard which indicates 
how much space is left on a partly- 
completed line 

country /kantri/ noun land which is 
separate and governs itself o The contract 
covers distribution in the countries of the 
Common Market. 

country of origin /,kantri ov 'pridain/ 
noun a country where a product is manu- 
factured 

coupon /'ku:ppn/ noun 1. a piece of 
paper used to represent money 2. a piece of 
paper which replaces an order form 
coupon ad /'ku:ppn æd/ noun an adver- 
tisement with a form attached, which is to 
be cut out and returned to the advertiser 
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with your name and address for further 
information 


courier /'kurio/ noun a person who takes 
parcels and letters from one place to 
another m verbto send a package by courier 


course /ko:s/ noun 1. a programme of 
study or training, especially one that leads 
to a qualification from an educational insti- 
tution 2. one of several distinct units that 
together form a programme of study 
leading to a qualification such as a degree 


course book /'ko:s buk/ noun a book 
that is used by students and teachers as the 
basis of a course of study 


Court /ko:t/ noun the place where a judge 
listens to a case and decides which of the 
parties in the argument is legally right o 
The two parties reached an out-of-court 
settlement. 


court case /'ko:t keis/ noun a legal 
action or trial 


courtesy discount l'ka:tosi 
,diskaunt/ noun a special discount given 
by a supplier to a purchaser which is not a 
discount for resale, such as a special price 
at which a publisher sells books to authors 


courtesy line /'ks:tosi laın/ noun a 
note under a photograph showing the name 
of the photographer or the organisation 
which provided the photograph for repro- 
duction 


cover /'kAvo/ noun 1. the outside of a 
book, usually made of thicker paper or card 
o The book has a leather cover. o We 
publish a cheap edition in paper covers. o 
The price is usually printed on the bottom 
right hand corner of the inside front cover. 
2. the outside of a magazine, sometimes 
made of specially thick paper or art paper 
o a magazine with a four-colour cover m 
verb to put a cover on a book or magazine 
o The book is covered in dark blue simili 
leather. o The cheap edition will be paper 
covered. 


cover copy /'kavo ,kppi/ noun text 
which is to be printed on the cover 


cover costs /,kavo 'kposts/ verb to 
produce enough money in sales to pay for 
the costs of production o The sales revenue 
barely covers the costs of advertising or 
the manufacturing costs. 


cover design /'kAvo di,zain/ noun a 
special design for a book or magazine 
cover 


cover designer /'kAvo di,zarno/ noun 
a person who designs the cover of a book 
or magazine 

covering letter /kavorm "leto, 
covering note /kAvorrig 'nout/ noun a 
letter or note sent with documents to say 
why they are being sent 

covering material /‘kavorm mo 
,treriol/ noun material used to make the 
cover for a book 

cover paper /kA4vo ,peipo/, cover 
stock noun board or thick paper used as 
the cover for magazines or pamphlets 
cover price /'kAvo prars/ noun the retail 
price of a book 

cover story /ka4vo ,sto:i/ noun a 
feature article which is illustrated by the 
picture on the front cover 

Cpi/, CPI abbreviation characters per inch 
Cpl, CPL abbreviation characters per line 
cps, CPS abbreviation characters per 


second 

CPU abbreviation central processing unit 
CQL abbreviation common query 
language 


CR abbreviation carriage return 

craft book /'kra:ft buk/ noun a book 
dealing with work done by hand such as 
knitting, sewing or making models 

crash /kræf/ verb 1. to come to a sudden 
stop as a result of an accident 2. (of 
computer systems) to stop working m noun 
1. the sudden failure of a computer system 
2. US super, heavy gauze used to make the 
hinges for a binding 

crash finish /‘kreJ ,finrf/ noun coarse- 
grained paper or binding material 

crate /kreit/ noun a large wooden box m 
verb to put goods into crates 

Crawl /kro:l/ verb to run at a low speed 
crawler /‘kro:lo/ noun a computer 
program that collects online documents 
and reference links 

crawling /‘kro:lin/ noun the shrinking of 
ink on paper or plastic, because it has not 
penetrated the surface 

CRC abbreviation camera-ready copy 
cream /kri:m/ adjective yellowish-white 
in colour 

cream laid paper /‘kri:m leid ,perpo/ 
noun white writing paper with faint lines 
running across it 

cream wove paper /'kriim woov 
,perpo/ noun white paper that has been 
made on a woven wire mesh 
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crease /kri:s/ noun 1. a fold in paper or 
board, made intentionally o The cover has 
a crease along the spine. o The invoice 
should be torn off at the crease. 2. a wrong 
fold in flat paper o The publisher noted 
creases in the text paper. o The creases in 
the cover were caused by damp. m verb 1. 
to put a fold into paper or board usually by 
impressing a line o The cover should be 
creased at the spine. » scoring 2. to put a 
wrong fold into flat paper o The inside 
covers are creased and torn. o Creasing is 
a common fault in very lightweight papers. 
create /kri'eit/ verb to make something 
new 

creative printing /kri'ertrv ,printin/ 
noun using home software and equipment 
to print decorative materials such as greet- 
ings cards, photographs, transfers etc 
credit /‘kredit/ noun 1. a system of 
paying for goods some time after you have 
bought them 2. acknowledgement of some- 
thing positive o She gave them credit for 
their good work. m verb to acknowledge 
something positive 

credit agency /kredit ,erd3ənsi/, 
credit bureau /'kredit ,bjuorou/ noun a 
company that reports on the creditworthi- 
ness of customers to show whether they 
should be allowed credit 

credit balance /'kredrt ,bzelons/ noun 
a balance in an account showing that more 
money has been received than is owed 
credit card /'kredit ka:d/ noun a plastic 
card issued by banks to their customers 
which allows them to buy goods on credit 
or to borrow money 

credit card sale /kredit ka:d ,seil/ 
noun an act of selling something for credit, 
using a credit card 

credit column /‘kredit ,kvlam/ noun 
the right-hand column in accounts showing 
money received 

credit control /‘kredit kon,traul/ noun 
the process of checking that customers pay 
on time and do not exceed their credit 
limits 

credit controller /‘kredit kon,troulo/ 
noun a person in an accounts department 
who checks that customers pay invoices on 
time 

credit entry /'kredit ,entri/ noun an 
entry on the credit side of an account 
credit facility /kredit fo,siloti/ noun 
an arrangement with a bank or supplier to 
have credit so as to buy goods 


credit limit /‘kredit ,limit/ noun the 
amount of money which is the maximum 
you can borrow at one time 

credit line /'kredit larn/ noun a printed 
acknowledgement of the author or source 
of material that was included in a publica- 
tion 

credit note /‘kredit noot/ noun a note 
issued by a company stating that faulty 
goods may be replaced with goods to the 
same value 

creditor /'kredito/ noun a person who is 
owed money 

creditors’ meeting /‘kreditoz ,mi:t1n/ 
noun a meeting of all people to whom a 
bankrupt company owes money, to decide 
how to obtain the money owed 

credit rating /‘kredit ,rertr/ noun the 
amount that a credit agency feels a 
customer should be allowed to borrow 


credits /‘kredits/ plural noun notes to 
acknowledge the contributors to a work, 
e.g. the owner of a copyright or the 
designer of a book 

credit side /'kredit said/ noun the right- 
hand side of accounts showing money 
received 


creditworthiness /'kredit,w3:óinos/ 
noun the ability of a customer to pay for 
goods bought on credit o Printers will 
always want to check on the creditworthi- 
ness of a new publisher placing work with 
them. 


creditworthy /'kreditwa:ói/ adjective 
relating to a person or organisation that has 
a good record of paying their bills 

creep /kri:ip/ noun 1. movement of a 
cylinder blanket on the cylinder 2. a situa- 
tion in which folded pages nested inside 
other folded pages, as in a booklet, are 
forced outwards by the bulk of the paper so 
that they extend beyond the edges of the 
outer pages 

crêpe paper /krerp ,perpo/ noun 
crinkly paper, used as packaging material 
or as decoration 

crime fiction /‘krarm ,fikf(o)n/ noun a 
style of fiction about imaginary crimes and 
detectives 

crime list /'krarim list/ noun a series of 
books on crime or crime fiction o They 
have a successful crime list. 

crime novel /'krarm ,npv(o)l/ noun a 
novel concerning a crime, and the solving 
of it 


critic 





critic /'kritik/ noun a person who writes 
reviews or gives opinions about books, 
films, music and art 

critical — /krrtrk(o)/ adjective — 1. 
expressing opinions about somebody or 
something, especially poor ones 2. very 
serious or dangerous 

criticise /‘kritisaiz/, criticize verb to 
say that something or somebody is wrong, 
poor quality or working badly o The MD 
criticised the sales manager for not 
improving the volume of sales. o The 
design of the new catalogue has been crit- 
icised. o The book was criticised for sloppy 
proofreading. 

criticism /'krrtisrz(o)m/ noun a serious 
judgment or expression of disapproval of 
something 

critique /krr'ti:k/ noun a critical review 
or discussion of something such as a book 
CR/LF abbreviation carriage return/line 
feed 

CRM abbreviation customer relations 
management 

crocking /‘krokin/ noun flaking of ink 
after it has dried 

Cromalin /kroumolrn/ a trade name for 
a pre-press proofing system using colour 
toners and a photosensitive substrate, 
which is cheaper than wet proofs if only 
one proof is needed 

Crop /krpp/ verb 1. to cut off parts of an 
illustration such as a photograph o The 
photo has been cropped to remove most of 
the foreground. o Cropping the photograph 
makes it look as if the author was all alone 
in the room. 2. to cut off too much paper 
when binding o The book has been 
cropped so much that the outside margin 
has almost disappeared. 

crop mark /'krpp ma:k/ noun a printed 
mark that shows the edge of a page or 
image and allows it to be cut accurately 
cropping /'krpprp/ noun the removal of 
areas of artwork or of a photograph which 
are not needed o The photographs can be 
edited by cropping, sizing, touching up, 
etc. 

cross /krps/ verb to write lines across 
something 

crossbar /'krpsba:/ noun a short line 
crossing the main stem of a letter, such as 
the line across an ‘f’ 

crossbars /‘krosba:z/ plural noun metal 
cross-pieces which divide a chase into 
sections 


crosscheck /‘krost fek/ verb to evaluate 
the results of an investigation by checking 
it by an alternative method o The sub- 
editor should crosscheck the page refer- 
ences against the index. m noun a check 
made by referring to more than one source 


‘Duplicate versions get into [the] 
system... Tracking all invoices, 
performing cross-checks, and singling 
out those most likely to represent double 
payments requires constant human 
surveillance.’ [InformationWeek] 


cross-direction /,kros dar'rekfon/ 
noun the direction across a web or sheet of 
paper, which is at right angles to the grain 


crossed cheque /,krost 'tfek/ noun a 
cheque with two lines across it showing 
that it can only be deposited at a bank and 
not exchanged for cash 


cross folding /'kros ,fouldi/ noun the 
folding of paper against the grain 

cross hatching /'krps ,hetfin/ noun a 
series of lines in two directions to give 
shading to a line drawing 


crosshead /krpshed/, crossheading 
noun the heading of a paragraph or section 
which is centred over a column, used in 
magazines to break up long columns of 
text 


cross-index /'kros ,mndeks/ verb 1. to 
give a particular item one or more addi- 
tional entries in an index, under different 
headings, as cross-references to it 2. to 
supply cross-references in something o 
‘Hyde’ is cross-indexed to ‘Jekyll and 
Hyde’. 

cross-line screen /,kros lain 'skri:n/ 
noun a common screen for making half- 
tones 


cross marks /'krps ma:ks/ plural noun 
little crosses at the corners of sheets or 
overlays, which indicate where the 
different films are to be placed to achieve 
the correct register 

Cross off /,krps 'pf/ verb to remove 
something from a list o You can cross him 
off our mailing list. 

cross out / krps 'aot/ verb to put a line 
through something that has been written o 
She crossed out £250 and put in £500. o 
The paragraph had been crossed out by the 
author and reinstated by the editor. 
cross-refer /,kros ri'f3:/ verb to give a 
note that tells a reader of a book, index or 
library catalogue to look in another speci- 
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fied part or on another page of the same 
work. Also called cross-reference 
cross-reference /kros 'ref(o)rons/ 
noun à footnote in a document which tells 
you that there is other relevant information 
in another part of the document m verb to 
make a reference to another part of the 
book o The various paper sizes are cross- 
referenced to the appendix. 
cross-section /'krps ,sekfan/ noun a 
representative sample of a group of people 
or things 

cross-shake /'krps ferk/ noun the act 
of shaking paper pulp from side to side as 
it goes into the papermaking machine, thus 
setting the fibres into a particular direction 
crosstalk /'krpsta:k/ noun unwanted 
sounds or other signals picked up by one 
channel of an electronic communications 
system from another channel, e.g. between 
telephones or loudspeakers 

crown /kraun/ noun a size of book based 
on an old paper size of 15 x 20 inches or 
380 x 508mm, so called because the old 
paper was originally identified by a water- 
mark of a crown 

Crown copyright /,kraun 'kppirait/ 
noun the copyright on British government 
publications, which belongs to the 
Stationery Office 

crown octavo /,kraun pk'tarvau/ noun 
a size of book, formerly 7 1/2 x 5 inches, 
now 186 x 123mm 

crown quarto /,kraun 'kwo:tou/ noun 
a size of book, formerly 10 x 7 1/2 inches, 
now 246 x 186mm 

CRPU abbreviation camera-ready paste- 
up 

CRT abbreviation cathode ray tube 
crusher panel /'krAfo ,pan(o)l/ noun 
an area on a book cover blocked ready for 
title lettering to be blocked over it 
crushing /'krafrp/ noun the process of 
smashing or pressing a sewn book, so as to 
remove air from between the pages, before 
it goes for binding 

C series /'si: ,stori:z/, C sizes plural 
noun ISO standard sizes of paper for enve- 
lopes. » A series, B series 

CSS abbreviation cascading stylesheet 
C/T abbreviation colour transparency 
CTM /si: ti: 'em/ noun click through per 
thousand. » click-through rate 

CTN /,si: ti: 'en/ plural noun small retail 
shops which carry some books, especially 
popular fiction, guide books and small 


reference books. Full form confectioners, 
tobacconists and newsagents 

CTP abbreviation computer to plate 
cubic measure /,kju:brk 'mezo/ noun 
volume in cubic feet or metres, calculated 
by multiplying height, width and length 
cumulative index /,kju:mjulotiv 
'indeks/ noun an index that is built up by 
additions to all the previously published 
entries at specified times 

cure /kjoo/ verb to dry inks or paper coat- 
ings after printing to prevent set-off 
curiosa /,kjuori'ouso/ plural noun books 
or other texts dealing with unusual topics, 
especially erotica 

curl /ka:l/ verb to roll into a curved shape 
o The paper has curled at the edges with 
damp. m noun a measurement of the 
amount by which paper curls in damp 
conditions 

current cost accounting /karont 
'kost o,kauntin/ noun a method of 
accounting which notes the cost of 
replacing assets at current prices, rather 
than valuing assets at their original cost 
current list /'kAront Irst/ noun a list of 
titles which are available at the present 
time 

currently /karontli/ adverb at the 
present time o We are currently preparing 
the Spring Catalogue. 

current price /,karant 'prars/ noun 
today's price 

current rate of exchange /,karont 
rert ov 1ks't fernda/ noun today's rate of 
exchange 

curriculum vitae /ko,rikjulom 'vi:tar/ 
noun a brief summary of somebody's 
personal details, education and career. 
Abbr CV 

cursive /'ka:siv/ noun a typeface which 
is similar to handwriting, in that each letter 
flows on to the next, though without being 
completely joined 

cursor /'ks:so/ noun a mark on a 
computer screen which can be moved 
around and which indicates where 
anything that is input will appear 

curve /ka:v/ noun 1. a line that bends 
around o The graph shows an upward 
curve. 2. a slang term for digital expression 
of a colour separation specification m verb 
to make something bend 

curved electros /ks:vd r'lektrouz/, 
curved plates plural noun plates that are 
curved to fit on rotary printing presses 


cushion 





cushion /'kof(o)n/ noun a soft pad on 
which a leatherbound book is placed for 
tooling 

custom /'kAstom/ nounthe use of a shop 
by regular shoppers 

custom-bound — /k4stom baund/ 
adjective bound specially for a customer 
custom-built /kAstom bilt/ adjective 
made specially for one customer. Also 
called custom-made 

customer /'kAstomo/ noun a person 
who buys a product or uses a service 
customer appeal /'kAstomor o,pi:l/ 
noun what attracts customers to a product 
customer file /kAstomo farl/ noun 
details of a customer kept as a record by a 
company 

customer profile /,kAstomo 'proufail/ 
noun à description of an average customer 
for a product or service o The customer 
profile shows our average buyer to be 
male, aged 25—30, and employed in the 
service industries. 

customer relations management 
/kastomo ri'lerf(o)nz ,manidamont/ 
noun an approach to management that 
focuses on building and maintaining long- 
term relationships with customers through 
the use of, e.g., loyalty cards, special credit 
cards and Internet contacts. Abbr CRM 
customer service department 
/.Kastoemo 's3:vis di,pa:tmont/ noun a 
department in a company which deals with 
customers and their complaints and orders 
customise /'kastomaiz/, customize 
verb to adapt something to a particular 
person’s requirements 

custom-made /,kastom 'merd/ adjec- 
tive same as custom-built 

custom publishing — /k4stom 
,pAblrf1g/ noun publishing done specially 
for a customer according to their needs, 
especially of educational materials 
designed to suit a specific course 
customs /'kAstomz/ noun the govern- 
ment department which organises the 
collection of taxes on imports, or an office 
of this department at a port or airport o The 
delivery was delayed at customs. 
customs broker /'kAstomz ,brooko/ 
noun a person or company which takes 
goods through customs for a shipping 
company 

customs clearance  /kastomz 
.lierens/ noun a document given by 


customs to a shipper to show that customs 
duty has been paid and the goods can be 
shipped 


customs declaration  /'kAstomz 
deklo,rerf(o)n/ noun a statement showing 
goods being imported on which duty will 
have to be paid 


customs duty /'kastomz ,dju:ti/ noun 
a tax paid on goods brought into or taken 
out of a country 


customs entry point /kastomz 
'entri point/ noun a place at a border 
between two countries where goods are 
declared to customs 


customs formalities /kAstomz fo: 
,maelitiz/ plural noun declaration of goods 
by the shipper and examination of them by 
customs 


customs officers /'kAstomz ,pfisoz/, 
customs officials plural noun people 
working for customs 


customs tariff /'kAstomz ,taerif/ noun 
a list of duties to be paid on imported 
goods 


cut /kat/ noun 1. a sudden lowering of a 
price, salary or number of jobs o big price 
cuts o cuts in salaries 2. an act of removing 
part of a text or photograph o The author 
objected to making any cuts in his text. o 
We will have to make some drastic cuts if 
the text is to fit into 320 pages. o The libel 
lawyers have asked for cuts to be made to 
chapter two. 3. US a piece of metal used 
for printing an illustration (NOTE: The UK 
term is block.) m verb to delete data on a 
computer, often in order to insert it some- 
where else 


cut-and-paste /,kat on 'perst/ noun 1. 
a facility of computers allowing data to be 
deleted in one place and inserted in another 
2. the normal way of doing a paste-up, 
where the various items are carefully cut 
out with a scalpel and positioned on a sheet 


cutback /'katbek/ noun a reduction o 
cutbacks in government spending 


cut down /,kat 'daun/, cut down on 
verb to reduce the amount of something 
used o The office is trying to cut down on 
electricity consumption. o We have 
installed a word processor to cut down on 
paperwork. 


cut edges /,kat 'ed31z/ plural noun the 
edges of a book which have been trimmed 
by a guillotine, i.e. the top, bottom and 
foredges 


cylinder 





cut flush /,kat 'flAf/ adjective used to 
describe a book which has been trimmed 
so that the cover does not stick out further 
than the pages 

cut in /,kat 'rn/ verb to cut into a surface 
cut-in index /kat ın 'indeks/ noun 
same as step index 

cut-in notes /,kat rn 'nouts/ plural noun 
printed notes set as a rectangular block of 
text in the outer edge of a paragraph of a 
page. with the main text shaped around 
them 

cutline /'kAtlam/ noun US the caption to 
an illustration 

cut lines /‘kat lainz/ plural noun marks 
showing on a proof, which are left from the 
edges of film or paper patches on the orig- 
inal copy 

cut marks /'kAt ma:ks/ plural noun US 
marks on a sheet of paper, showing where 
it has to be guillotined 

cutoff /'katof/ noun 1. a length of paper 
cut to make a sheet from a web press, equal 
to the plate cylinder circumference 2. 
paper that has been cut off 

cutoff knife /'kAtpf narf/ noun a knife 
that cuts off the sheets on a rotary press 
cutoff rubber /'katof ,rAbo/ noun a 
strip of rubber against which the cutoff 
knife cuts the sheets 

cut out /,kat 'aot/ verb 1. to remove 
something from a text by cutting o We have 
cut out all references to the Queen. 2. to 
remove the background from an illustra- 
tion, leaving the main part as a silhouette 
cutout /‘kataut/ noun 1. a piece of paper 
or card which is cut out from a large piece 
2. an illustration where the background has 
been removed, leaving a silhouette 
cutout book /'kataut buk/ noun a chil- 
dren's book where the illustrations can be 
cut out to make models or figures 

cut sheet feeder /kat 'fi:t ,fi:do/ 
noun a mechanism that automatically 
feeds single sheets of paper into a printer 
cut size /'kAt satz/ noun a size of paper 
which is used by home and office printers, 
convenient for use without the need for 
cutting or folding, such as A4 

cutter /'kAto/ noun a machine that cuts 
cutting /'katrp/ noun a reference to a 
client, company or author in a newspaper 
or magazine, which is cut out of the paper 
and filed for reference (NOTE: The US term 
is clipping.) 


cutting agency /kliprg ,eidsonsi/, 
cutting service /'klipi ,s3:vis/ noun an 
office which cuts out references to a client 
from newspapers and sends them to that 
person for a fee 

cutting and creasing /katr on 
'kri:sr/ noun an operation carried out on 
a letterpress cylinder machine, using dies 
to cut and crease paper or card into shapes 
cutting cylinder /‘katry ,silindo/ noun 
a cylinder with knives which cut the 
printed section from the web 

cutting marks /katrg marks/ plural 
noun marks printed on the sheet showing 
where it has to be cut 

CV abbreviation curriculum vitae 

cyan /'saron/ noun a special blue, one of 
the three process colours 
cyan-magenta-yellow-key — /,saion 
mo,dsento ,jeloo 'ki:/ adjective full form 
of CMYK 

cyberlaw /'saibolo:/ noun the body of 
laws relating to computers, information 
systems and networks 

cybermarketing X /saibo,ma:kitip/ 
noun marketing that uses any kind of 
Internet-based promotion, e.g. targeted 
emails, bulletin boards, websites, or sites 
from which the customer can download 
files 

cyberphobia /,satba'faubis/ noun a 
pathological fear of computers and infor- 
mation technology 

cybershopping /'satbo,fopm/ noun 
the activity of making purchases using the 
Internet 

cyberspace /'sarbəspers/ noun the 
notional environment in which electronic 
information exists or is exchanged o We 
met by writing to each other on the World 
Wide Web in cyberspace. 

cybrary /'saibrori/ noun 1. a guide to the 
information available on the World Wide 
Web on a particular topic 2. an informa- 
tion-gathering service using the Internet 
cyclical factors /,stklik(s)l 'fzektoz/ 
plural noun the ways in which a trade cycle 
affects businesses 

cyclohexylamine carbonate 
/, satkloeoheksrlomi:n 'karbonert/ noun a 
chemical used to remove the acid from 
paper. Abbr CHC 

cyclopedia /,satkla'pi:dia/ noun PUBL 
same as encyclopedia 

cylinder /'silindo/ noun a long, round 
object, which is usually hollow o The 
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posters are delivered in cardboard cylin- 
ders. 

cylinder brake /'silindo brerk/ noun a 
device which stops the running of a 
printing press 

cylinder-dried paper /'silindo draid 
,perpo/ noun paper which has been dried 
by running it over hot cylinders 


cylinder press /'silindo pres/ noun a 
printing press where the paper is carried on 
a fixed cylinder which presses it onto the 
flat forme containing the inked type. Also 
called flatbed cylinder press 

Cyrillic alphabet /so'rilik ,elfabet/ 
noun the Russian alphabet, also used in 
some other Slavonic languages such as 
Ukrainian and Bulgarian 


dagger /'dago/ noun a second reference 
mark for footnotes. Symbol t 

daily /'deili/ adjective happening every 
day m noun a newspaper published every 
weekday 

damages /'damidaiz/ plural noun 
money that is paid by court order to some- 
body to compensate for harm done to them 
or to their reputation 

damp /demp/ adjective slightly wet m 
noun o the damp wet conditions o The 
books have been affected by damp. 
dampen /‘dempon/ verb to make some- 
thing damp 

dampening roller  /damp(o)nrg 
\roulo/, damper /'dæmpə/ noun a roller 
which keeps the plate wet in lithographic 
printing 

dancing roller /'da:nsi ,roulo/ noun 
same as jockey roller 

dandy roll /'dzendi roul/, dandy roller 
noun a roller covered with wire mesh 
which presses the wet paper and can make 
watermarks on it if the mesh has a pattern 
on it 

dangler /'dæņglə/ noun same as shelf 
wobbler 

dark /da:k/ adjective not light o The cover 
is dark green, with gold lettering. 

darken /'da:kon/ verb to make some- 
thing darker or to become darker o The 
picture needs darkening. o The light cover 
paper will darken with age. 

darkroom /‘da:kru:m/ noun a room 
protected from daylight and using infrared 
light only, where films can be developed 
and printed 

dash /dæf/ noun a punctuation mark (-) 
that is a short horizontal line used to mark 
off a section of a sentence 

data /'deito/ noun information usually in 
the form of facts or statistics which can be 


analysed o The data is easily available. 
(NOTE: Data is historically a plural noun but 
is now usually treated as a singular.) 
data acquisition l'deito 
&kwizrf(o)n/ noun the gathering of data 
about a particular subject. Also called data 
collection 

data bank /'deito benk/ noun a large 
store of information, especially kept in or 
available to a computer sometimes 
consisting of several databases 
database /'deirtobers/ noun 1. software 
which enables the user to organise data for 
easy retrieval 2. a collection of data stored 
in a computer which can be easily and 
quickly retrieved 

database publishing  /'deirtobers 
,pAblifip/ noun publishing information 
selected from a database, either online 
where the user pays for it on a per-page 
inspection basis, or as a CD-ROM 
database right /'deitobers rait/ noun a 
form of copyright which applies to a 
collection of data held in a database, which 
gives it protection from extraction and 
reuse 

database setting /deirtobers ,setiy/ 
noun typesetting of the information in a 
database directly from the codes written 
into the database 

data capture /'derto ,kzeptfa/ noun the 
act of collecting data and converting it into 
a form compatible with computers 

data collection /'dertə kə,lekfən/ 
noun same as data acquisition 

data compression /‘detta kom 
,pref(o)n/ noun a means of reducing the 
size of blocks of data by removing spaces, 
empty sections and unused material 

data handling /'derto ,hzendlip/ noun 
same as data preparation 

data mining /'derto ,mainry/ noun the 
process of locating previously unknown 
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patterns and relationships within data 
using a database application, e.g. finding 
customers with common interests in a 
retail establishment’s database 

data preparation /'dertə 
prepererf(o)n/ noun the conversion of 
data into a machine-readable format. Also 
called data handling 

data processing /'derto ,prousesin/ 
noun the process of selecting and exam- 
ining data in a computer to produce infor- 
mation in a special form. Abbr DP 

data protection /'derto pro,tek fon/ 
noun the procedure of making sure that 
data is not copied by an unauthorised user 
Data Protection Act /deito pro 
'tekfon ,zekt/ noun a piece of legislation 
passed in 1984 in the UK which requires 
any owner of a database that contains 
personal details to register 

data retrieval /,derto rr'trizv(9)l/ noun 
the process of searching, selecting and 
reading data from a stored file 
datasheet /'dertofi:t/ noun a document 
accessible on the Internet that gives a 
detailed description of something, espe- 
cially a product 

data storage /'derto ,sto:r1d3/ nounthe 
ability to store data in the memory of a 
computer 

data warehouse /'derttə ,weshaus/ 
noun a database used for analysing overall 
business strategy rather than routine opera- 
tions 

dateline /'deitlam/ noun a line at the 
beginning of a newspaper report, giving 
the date and place from where the report 
was filed 

date of publication /,deit ov ,pabli 
'kerf(o)n/ noun same as publication date 
date of receipt /,dert ov ri'si:t/ noun 
the date when something is received 

date stamp /'dert staemp/ noun a stamp 
with rubber figures which can be moved, 
used for marking the date on documents 
datum /'deitom/ noun a piece of infor- 
mation (NOTE: Datum is the singular of 
data.) 

day glow /'der glou/ noun a range of 
fluorescent inks 

day release / dei ri'li:s/ noun a system 
of training by which employees are 
allowed a regular day each week to attend 
college 

day shift /'de: frft/ noun a shift worked 
during the daylight hours 


d.c. abbreviation double column 


DCS noun a format developed by Quark 
Inc that is an extension to the standard EPS 
format. Full form Desktop Colour Sepa- 
rations (NOTE: DCS is used in process 
colour work and allows CMYK separations 
to be saved in a format that can be read by 
other applications.) 


DD abbreviation double density 


DDC abbreviation Dewey decimal classi- 
fication 


DDS abbreviation Dewey decimal system 


deacidify /,dio'sidifav verb to remove 
the acid from paper. » CHC paper 

dead /ded/ adjective 1. not alive o The 
author has been dead for sixty years, so his 
work is out of copyright. 2. not working o 
The telephone line suddenly went dead. 


dead copy /,ded 'kopi/ noun a manu- 
script which has been keyboarded and 
typeset, and therefore is no longer needed 


dead keys /'ded ki:z/ plural noun keys 
on a keyboard that cause a function to 


occur rather than a character to print, e.g. 
the shift key 


dead letters /ded letaz/ plural noun 
letters still in the case, but which cannot be 
used because there is no more type left of 
one letter 


deadline /'dedlarn/ noun the stated time 
or date by which work must be finished 


dead metal /,ded 'met(3)l/ noun the 
parts of a metal printing plate which do not 
print 

dead white /,ded 'wait/ noun pure 
white, without the addition of blue or red 
which makes it more ‘alive’ 


deal /di:l/ noun a business agreement, 
affair or contract o fo arrange a copub- 
lishing deal o The sales director set up a 
deal with a Russian import house. o The 
deal will be signed tomorrow. o They did a 
deal with an American agent. m verb 1. o to 
deal with to organise something o Leave it 
to the filing clerk — he'll deal with it. a to 
deal with an order to supply an order 2. to 
trade or to buy and sell 

debark /di:'ba:k/ verb to remove the 
bark from wood 

debarked wood /di:,ba:kt 'wud/ noun 
wood which has had the bark stripped off, 
and is ready to be ground into pulp for 
papermaking 

debit /‘debit/ noun money which is owed 
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debit and credit /,debrt on 'kredit/ 
noun money which a company owes and 
which it receives 

debit balance /'debit ,bzelons/ noun a 
balance in an account showing that more 
money is owed than has been received 
debit column /‘debit ,kvlom/ noun the 
left-hand column in accounts showing the 
money paid or owed to others 

debit entry /‘debit ,entri/ noun an entry 
on the debit side of an account 

debit note /'debit noot/ noun a note 
showing that a customer owes money 
debit side /'debit said/ noun the left- 
hand side of an account showing the 
money paid or owed to others 

deboss /di:'bps/ v to press a mould on 
the top of something so that the surface is 
depressed. Compare emboss 

Debrett /do'bret/ noun a publication that 
lists members of the British aristocracy, 
including information on related topics 
such as honours, ranks, titles, forms of 
address, and etiquette 

debt /det/ noun money owed for goods or 
services a to service a debt to pay interest 
on a debt 

debt collection /'det ka,lekfan/ noun 
the collection of money that is owed 

debt collection agency /'det ko 
Jekfon ,erdzonsi/ noun a company that 
collects debts for a commission 

debt collector /'det ka,lekta/ noun a 
person who collects debts 

debtor /'deto/ noun a person or company 
which owes money 

debtor side /'deto said/ noun the debit 
side of an account 

debts due /dets 'djuy plural noun 
money owed which is due for repayment 
debug /di:'bag/ verb to test a computer 
program to locate and correct any errors o 
They spent weeks debugging the system. 
decal /dr'kal/ noun a small piece of 
plastic which sticks to a surface, used often 
as an advertisement 

deciding factor /dı,sardıy 'fæktə/ 
noun the most important factor which 
influences a decision 

decimal point /,desrm(o)l 'point/ noun 
a dot or comma which separates whole 
numbers from decimal fractions, e.g. in 
2.15 


COMMENT: The dot should be raised above 
the line, though it is never printed in this way 
by computer printers. Note that the decimal 


point is used in English-speaking countries, 
and that in most other countries the decimal 
is indicated by a comma. 
decimal system /'desim(o)l ,sistom/ 
noun a system based on the number 10 
decimal tabbing /,desim(o)l 'taebrp/ 
noun the process of adjusting a column of 
numbers so that the decimal points are 
aligned vertically 
decipher /dr'saifo/ verb to work out 
what something means, even if it is diffi- 
cult to read or understand 
deckle /'dek(3)l/ noun 1. the raised edge 
of the wire tray in which handmade paper 
is made, which stops the pulp from running 
over the edge of the tray 2. the width of a 
machine which makes paper, hence the 
width of a piece of paper as it is made 
COMMENT: Handmade paper always has a 
deckle edge, and this has to be cut off 
before printing, so that the lay of the paper 
is the same from sheet to sheet. An artificial 
deckle edge is given to machine-made 
writing paper to make it more attractive. 
deckle edged paper /'dek(a)l edzd 
,perpo/ noun paper with a deckle edge 
deckle frame /'dek(ə)l frerm/ noun a 
wooden frame holding the wire on which 
handmade paper is made 
deckle strap /'dek(o)) straep/ noun a 
flat piece of rubber along the edge of the 
wire mesh in a papermaking machine, 
which stops the pulp from running over the 
edge 
decollate /,di:ko'leit/ verb to separate 
continuous stationery into single sheets, or 
to split two-part or three-part stationery 
into its separate parts 
decollator /,di:ko'lerto/ noun a machine 
used to separate continuous stationery into 
single sheets or to split two-part or 3three- 
part stationery into separate parts 
decorative /'dek(o)rotiv/ adjective of 
illustrations, photographs or flourishes, 
intended to brighten and break up the text 
dedicate /'dedikeit/ verb 1. to print a 
special note in a book offering it to some- 
body, usually a relative or friend, as a token 
of affection o He dedicated the book of 
poetry to his wife and daughters. 2. to use 
for one purpose only 
dedicated line /,dedikertid 'larn/ noun 
a telephone line assigned to a designated 
user, usually to provide a permanent 
connection to the Internet 
dedicated word processor 
/,dedikertid. "wa3:d ,prouseso/ noun a 
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small computer which has been configured 
to do only word processing 

dedication /,dedr'kerf(o)n/ noun words 
used to offer a book, work or performance 
to honour somebody 

deep /di:p/ adjective strong and dark o 
The book has a deep blue cover with silver 
lettering. 

deepen /'di:pon/ verb to make some- 
thing such as a colour deeper 

deep-etch /'di:p etf/ verb to etch the 
image very slightly below the surface of a 
printing plate, a process used in offset 
lithography to give a more intense print 
deep-etched halftone /di:p etft 
‘harftoun/ noun a plate etched deeper than 
normal, often leaving white spaces 

deep Web /,di:p 'web/ noun searchable 
databases accessible through the Internet, 
which must be searched using CQL 
queries and not with an ordinary Web 
search engine 

defamatory /di'fzmot(o)ri/ adjective 
relating to words that are damaging about a 
person or a person's character o He wrote a 
series of defamatory articles about the film 
star in a Sunday paper. o The minister sued 
the paper for publishing defamatory arti- 
cles about his private life. 

default /di'fo:lt/ noun failure to carry out 
a contract o The company is in default on 
their repayments. m verb to fail to carry out 
the terms of a contract, especially to fail to 
pay back a debt 

defect /'di:fekt/ noun a fault in a 
machine 

defective /di'fektiv/ 
working properly 

defer /di'f3:/ verb to put back or postpone 
an action to a later date o to defer payment 
o The decision has been deferred until the 
next meeting. 

deferment /di'f3:mont/ noun the act of 
putting something back to a later date o 
deferment of payment o deferment of a 
decision 

define /di'fam/ verb to explain the 
meaning of something 

definition /,defi'nrf(o)n/ noun a state- 
ment of meaning, especially in a dictionary 
definitive /di'finitiv/ adjective relating 
to the final or the best and most complete 
work on a subject o a definitive edition of 
Dickens o This is the definitive biography 
of Jane Austen. o They published the defin- 
itive work on sixteenth-century printing. 


adjective not 


degradation /,degro'derf(o)n/ noun a 
loss of picture or signal quality o Line art 
can be reproduced on scanners or photo- 
copied without much degradation. 
degree /di'gri:/ noun a qualification 
awarded by a university or college 
following successful completion of a 
course of study or period of research, or a 
similar qualification granted as an honour 
deink /di:'ipk/ verb to remove the ink 
from printed paper as part of the recycling 
process 

dejagging /di:'dzzegip/ noun same as 
anti-aliasing 

del. abbreviation an instruction by a 
proofreader to a compositor to delete part 
of a text 

delete /dr'li:t/ verb to remove informa- 
tion that has been written down or stored in 
a computer m noun 1. a written sign used in 
proofreading, to show that a word should 
be deleted 2. an instruction given to a 
computer to remove a section of text 
delete character /di,li:t 'kærıktə/ 
noun a special code used to indicate data or 
text to be removed 

delete key /di'li:t ki:/ noun a computer 
key that moves the cursor to erase charac- 
ters, or removes highlighted text 
deletion /di'li: f(o)n/ noun 1. the act of 
deleting something, or something which is 
deleted o The lawyers demanded the dele- 
tion of all references to their client. 2. a 
word or piece of text which has been 
deleted o There were six deletions from the 
last page of the index. o There were so 
many deletions that the text is now about 
two pages shorter. 

‘Delibros’ noun a Spanish magazine 
dealing with books and publishers 
deliver /di'livo/ verb 1. to transport 
goods to a customer o When does the 
binder expect to deliver the bound copies? 
2. to give a manuscript to a publisher o The 
author has to deliver the last chapter by the 
end of the year. o The publisher cannot 
guarantee publication if the manuscript is 
not delivered on time. 

delivered price /di'lrvod prats/ noun a 
price which includes packing and transport 
delivery /di'lrv(9)ri/ noun 1. the handing 
of a manuscript to a publisher o The second 
part of the advance on royalties is payable 
on delivery of the manuscript. 2. part of a 
printing machine where grippers move 
printed sheets from the machine and stack 
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them 3. the goods being delivered o We 
take in three deliveries a day. o There were 
four pallets of books missing in the last 
delivery. o The warehouse will close for 
Christmas and will not accept deliveries 
after December 20th. 4. a delivery of 
goods the transport of goods to a 
customer's address o We charge for 
delivery outside London. o The delivery 
date for bound copies has been put back by 
three weeks. o We guarantee delivery 
within 28 days. o Delivery is not included 
in the price. 

delivery instructions /dr'lrv(o)ri in 
,Strakf(o)nz/ plural noun details of how 
goods are to be shipped and delivered. 
Also called shipping instructions 
delivery note /di'liv(o)ri noot/ noun a 
list of goods being delivered, given to the 
customer with the goods 

delivery order /di'Irv(o)ri ,9:da/ noun 
instructions given by the customer to the 
person holding the goods, to tell them to 
deliver 

delivery tapes /di'Irv(o)ri terps/ plural 
noun broad ribbons which hold the printed 
sheets as they come out of the press 
delivery time /dr'lrv(o)ri tarm/ noun 
the number of days before something will 
be delivered 

delivery van /di'lrv(o)ri vaen/ noun a 
goods van for delivering goods to retail 
customers 

de luxe edition /,d: 'lAks r,drf(o)n/ 
noun a special edition of a book, printed on 
very good-quality paper and with an 
expensive binding, selling for a higher 
price than a standard edition 

demand /di'ma:nd/ noun the number of 
people wanting to buy something o There 
is not much demand for this item. m verb to 
ask for something in a forceful way 
demographics /,demo'grafiks/ noun 
the details of the population of a country, 
or any community or group, in particular 
its size, density, distribution, and the birth, 
death, and marriage rates, which affect 
marketing 

demy /'demi/ noun a traditional British 
paper size 

demy octavo /,demi pk'ta:vou/ noun a 
book format, formerly 8 3/4 x 5 inches, 
now 216 x 138mm 

demy quarto /,demi 'kwo:tou/ noun a 
book format, formerly 11 1/4 x 8 3/4 
inches, now 279 x 219mm 


densitometer /,densi'tomito/ noun 1. 
a device for measuring the absorption of 
light, used to calculate the thickness of ink 
required to print on a particular type of 
paper 2. a device for measuring the size of 
dots in halftones 
density /'densiti/ noun the level of dark- 
ness of an image 
COMMENT: Scanner software produces 
various shades of grey by using different 
densities or arrangements of black and 
white dots and/or different sized dots. 
density dial /densiti ,darol/ noun a 
knob that controls the density of a printed 
image o When fading occurs, turn the 
density dial on the printer to full black. 
densometer /den'spmito/ noun a 
device used for testing paper porosity by 
measuring the time taken for a particular 
volume of air to pass through a sample area 
of paper 
dentelle /den'tel/ noun gold decoration 
used on book covers, like a series of little 
teeth 
department /di'pa:tmont/ noun 1. a 
specialised section of a large company 2. a 
section in a large store selling one type of 
product 3. a section of the British govern- 
ment containing several ministries o the 
Department of Trade and Industry 
deposit /di'ppzit/ noun 1. an amount of 
money paid in part payment 2. an amount 
of money that a person gives when they 
borrow something and which is returned to 
them when the item is returned undamaged 
3. documents placed in a record office for 
safe keeping 4. a legal requirement for one 
copy of any published book to be sent to a 
national deposit library m verb 1. to put 
money into a bank account o fo deposit 
£100 in a current account 2. to give a copy 
of a book to a deposit library as part of the 
process of publishing the book 
deposit library /dr'pozıt „larbrəri/ 
noun a national library to which a 
publisher has by law to give a copy of each 
book published 
COMMENT: In the British Isles, the deposit 
libraries are the British Library, the Bodleian 
Library at Oxford, Cambridge University 
Library, the National Library of Scotland 
and the Library of Trinity College Dublin; the 
Welsh National Library may also receive 
copies. 
depreciate /di'pri:fiett/ verb 1. to 
reduce the value of assets in accounts o We 
depreciate our company cars over three 
years. 2. to lose value o The pound has 
depreciated by 5% against the dollar. 
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depreciation /di, pri: fi'erf(o)n/ noun a 
reduction in value of an asset 
COMMENT: Publishers often write down the 
value of their stocks on the assumption that 
a book which is several years old is not 
likely to sell well, and unsold stock is 
therefore less valuable. Depreciation has 
the effect of reducing profits in the year in 
which it is carried out, and increasing profits 
in subsequent years as the depreciated 
stock continues to sell. Depreciation does 
mean that stock can be remaindered 
without loss. 
depreciation rate /drpri:fi'erf(o)n 
reit/ noun the rate at which an asset is 
depreciated each year in the accounts 
depth gauge /'dep0 geidz/, depth 
scale noun a ruler used to measure the 
space between lines of type 
depth of field /,dep0 ov 'fi:ld/ noun the 
amount of a scene that will be in focus 
when photographed with a particular aper- 
ture setting 


depth of focus /,dep0 ov 'foukos/ 
noun the position of film behind a camera 
lens that will result in a sharp image 
depth of page /,dep0 ov 'perda/ nouna 
measurement of the type area from the 
headline to the folio at the bottom of the 
page 

descender /di'sendo/ noun the part of a 
letter which falls below the base line, as in 
T Y pg and ‘q 

descender line /di'sendo larn/ noun a 
line which marks the lowest level of the 
descenders in a particular face 


descending letter /di'sendin_leto/ 
noun a letter that has a descender, such as 
g', ‘p’ or ‘y’ 

desensitise /di:'sensotarz/, desensi- 
tize verb to wash an offset litho plate with 
chemicals to make sure the ink will not 
stick to the non-printing areas 


design /di'zain/ verb to plan what some- 
thing new will be like m noun 1. the plan- 
ning or drawing of a product before it is 
manufactured 2. a drawing which shows 
how a book or page or cover will look 
when finished o The designs for the cover 
were turned down by the author. o The 
artist brought a portfolio of page designs 
to show the art director. 


designation mark /,dezig'nerf(o)n 
Qma:k/ noun a signature mark, letter or 
number, printed in very small type on the 
fold of the signature, so that the sequence 
of sections can be easily checked 


design brief /dri'zam  briif/ noun 
instructions to a designer explaining what 
they should be designing for a particular 
project and any factors they should bear in 
mind 

design department /drzam di 
,pa:tmont/ noun a department in a large 
company which designs the company's 
products or its advertising 


designer /di'zaino/ noun a person who 
designs something 


design studio /di'zain stju:diau/ 
noun an independent firm which special- 
ises in creating designs for companies 


desk /desk/ noun a writing table in an 
office or study 


desk copy /'desk ,kppi/ noun a free 
copy of a book sent to somebody who may 
read it to buy rights in it, or to order it in 
quantity for class use 


desk editor /'desk ,edito/ noun an 
editor who works at a desk, preparing copy 
for the printer, checking proofs and 
collating corrections 


desk pad /'desk pzd/ noun a pad of 
paper kept on a desk for writing notes 


desktop /'desktpp/ noun a display on a 
computer screen comprising background 
and icons representing equipment, 
programs and files m adjective relating to 
something that sits on top of a desk or that 
can be done on a desk 


Desktop Colour Separations plural 
noun full form of DCS 


desktop computer /,desktpp kom 
'pju:to/ noun a computer, usually with a 
keyboard and monitor, which is small 
enough to be used on a desk 


desktop media /,desktpp 'mi:dio/ 
noun a combination of presentation 
graphics, desktop publishing and multi- 
media (NOTE: The phrase was originally 
used by Apple.) 


desktop publishing /desktpp 
‘pablifin/ noun the design and layout of 
text and graphics using a small computer 
with a specific software application 
package and a printer. Abbr DTP 


destock /di:'stpk/ verb to reduce the 
amount of stock in a shop or warehouse o 
Bookstores have been destocking after the 
Christmas buying season and are 
returning thousands of copies of unsold 
paperbacks. 
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detail /'di:teil/ noun a small condition or 
fact m verb to list or give full information 
about things 
detailed account /,di:terld o'kaont/ 
noun an account which lists every item 
detailed drawing /di:terld ,dro:1/ 
noun a drawing showing a lot of small 
details 
detail paper /'di:terl ,perpo/ noun thin 
transparent paper used for layouts and 
tracing 
detective fiction /di'tektiv |, fik fon/ 
noun crime fiction, with a detective as the 
main character 
Deutsche Industrienorm /,dortfo 
'industri:,no:m/ noun the German indus- 
trial standards organisation. Abbr DIN 
develop /dr'velop/ verb 1. to plan and 
produce something o to develop a new 
papermaking technique 2. to apply a chem- 
ical process to exposed photographic film 
and paper to produce an image 
developer /di'velopo/ noun a chemical 
solution used to develop exposed film 
device /di'vats/ noun an ornamental 
design used by a publisher or printer as part 
of their logo 
diacritical marks  /daro'kritrk(o)l 
Qma:ks/, diacritics, diacriticals plural 
noun marks made above normal letters to 
show a change of pronunciation or stress 
COMMENT: The commonest diacritics are 
the accents in European languages and the 
dots indicating vowels in Arabic. 
diaeresis /,dato'ri:sts/ noun a printed 
sign, formed of two dots printed above a 
vowel (ë) 
COMMENT: In English the diaeresis is now 
uncommon, but was used in words such as 
‘naive’ and 'coórdinate' to show that the two 
vowels were pronounced separately and 
not as a diphthong; it is still used in many 
European languages and indicates a 
change in pronunciation of a vowel. In 
German it is called the umlaut. 
diagnostics  /,darog'nostiks/ plural 
noun tests that help a user find faults in 
hardware or software 
diagram /'darograem/ noun a chart or 
graph that illustrates something such as a 
statistical trend m verb to make a diagram 
that represents or illustrates something 
diagrammatically /,datogra'metikli/ 
adverb using a diagram o The chart shows 
the population growth diagrammatically. 
dial /'darol/ noun a round display device, 
like the face of a clock, on which informa- 


tion is shown automatically by the move- 
ment of a hand or pointer 
dial micrometer /'darol mar, krpmito/ 
noun a machine for measuring paper thick- 
ness, where the reading is shown on a dial 
dialogue /'darolpg/ noun 1. a written 
conversation in a book or play 2. the 
exchange of ideas or opinions, especially 
between those with different viewpoints 
dial-up /‘datal ap/ adjective requiring a 
computer modem and telephone line to 
establish communication with another 
computer or a network 
diamond /'daromond/ noun an old size 
of type, equivalent to 4 1/2 pt 
diapositive /,daro'ppzitrv/ noun a posi- 
tive transparency 
diary /'darori/ noun 1. a detailed daily 
record of the events in a person's life 
written in a book 2. a small book with dates 
and blank spaces used to record appoint- 
ments 
diary format /'darori fo:mzt/ noun a 
paper format similar to that used for 
diaries, roughly 140 x 85mm 
diazo paper /dar'ezoo ,perpo/ noun 
treated paper used in the dyeline copying 
process. Also called dyeline paper 
dictate /dik'tert/ verb to speak words for 
somebody to write down or for a machine 
to record 
dictionary /'dik [on(o)ri/ noun a book or 
compact disc containing the words of a 
language arranged alphabetically with 
their meanings 
COMMENT: The term ‘dictionary’ really 
applies to a book where the words are 
defined, but not necessarily explained; an 
'encyclopedia' is a book where the words 
are explained, but not always defined. A 
‘Dictionary of Gardening’ is probably in fact 
an encyclopedia, since it may give details of 
how to grow plants, rather than defining 
what each plant or process is. This present 
dictionary has many encyclopedic sections, 
such as this one. 
dictionary = article /'dıkfən(ə)ri 
Q:trk(9)/ noun a small section of a 
dictionary, dealing with a single word 
didot /'daidou/ noun 1. a modern type- 
face with thick black vertical lines and 
hairline serifs, designed by Firmin Didot in 
the 17th century 2. a system of type sizes 
used in Europe, but not in the UK or the 
USA, introduced by F.-A. Didot. Compare 
cicero 
COMMENT: The basic didot measurement is 
a point of 0.376mm, while the British and 
American point is 0.351mm. The cicero is 
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the European equivalent to the British pica, 
but slightly larger (about 12.5 British points 
or 4.511mm). 
die /dat/ noun 1. a matrix used for making 
a hot metal character 2. any metal stamp, 
used for cutting or stamping 
die case /'dair keis/ noun a case which 
holds the matrices for Monotype hot metal 
die casting 
die casting /'dai ,ka:str/ noun the 
casting of metal type using hot metal and 
matrices 
die cutting /'dar ,kAtrp/ noun the use of 
sharp metal knives to cut out paper or card- 
board in different shapes, usually on a 
letterpress cylinder machine 
dieresis /,data'ri:sts/ noun another 
spelling of diaeresis 
die stamping /'da: ,staempry/ noun the 
stamping of relief decorations or text on 
paper or card, as e.g. an address on 
stationery 
differential spacing  /diforenfol 
'spersim/ noun spacing where each char- 
acter takes a space equivalent to its width, 
‘m’ taking more space than ‘i’ 
digest /'dardaest/ noun a book which 
summarises a series of reports, especially 
one that collects summaries of court deci- 
sions and is used as a reference tool by 
lawyers 
digester /dar'dgesto/ noun a device 
which mixes ground wood, water and 
chemicals together and begins the process 
of papermaking 
digest-size /‘daidzest saiz/ adjective 
relating to a book which measures 7 x 5 
inches, the same format as the ‘Reader’s 
Digest 
digipad /‘didzipzed/ noun same as digi- 
tising pad 
digit /'didzit/ noun any of the numbers 
from 0 to 9 
digital /didzit(o)l/| adjective repre- 
senting physical quantities in numerical 
form 
digital divide /,d1d31t(9)l di'vatd/ noun 
the difference in opportunities available to 
people who have access to modern infor- 
mation technology and those who do not 
digital font /,didzit(o)] 'fpnt/ noun a 
font that has been digitised so that it can be 
stored in a computer 
digital image processing 
/,didait(9)) 'tmid3z ,prousesin/, digital 
image acquisition, digital imaging 


/,did31t(9)l 'rmid31g/ noun a wide range 
of techniques used to generate, process and 
reproduce images using computers 
digital object identifier /,dıd3ıt(ə)l 
,Dbjekt ari'dentifaro/ noun an identifying 
symbol for a web file that redirects users to 
any new Internet location for that file. Abbr 
DOI 

digital plotter /,didzrt(9)l 'plpto/ noun 
a plotter that receives the coordinates in 
digital form which it plots 

digital printing /,didzit(o)] 'printi/ 
noun a method of printing in which the text 
or images are transferred directly to the 
paper without the use of film or plates. 
Also called direct digital printing 
digital proofs /didsrt(o)) 'pru:fs/ 
plural noun proofs taken from digital files 
prior to film output at high or low resolu- 
tion 

digital repository /didzit(o)] rı 
‘ppzit(9)ri/ noun a single system for 
storing and distributing all types of elec- 
tronic materials 

digital rights management 
/,didait(9)] 'rarts ,maenidgmont/ noun 
the use of technologies to protect against 
the misuse of copyrighted digital materials. 
Abbr DRM 

digital scanning /,did3it(o)l 'skzeni/ 
noun the reading of an image such as a 
printed character by a computer, done by 
building it up as a series of dots in the 
computer memory 

digital video disc /,did3it(o)l 'vidioo 
,disk/ noun full form of DVD 
digitisation /,didzsitar'zerf(o)n/, digiti- 
zation noun the action of converting 
shapes or signals into digital form 
digitise /‘didzitatz/, digitize verb to 
change analogue signals such as pictures 
or sound into numerical data which can be 
processed by a computer 

digitised letterforms /,did3itaizd 
‘letofo:mz/ plural noun the shapes of char- 
acters which have been scanned and then 
stored as a series of dots in the computer 
memory 

digitised photograph /,did3itaizd 
‘fautogra:f/ noun an image or photograph 
that has been scanned to produce an 
analogue signal which is then converted to 
digital form and stored in a computer or 
displayed on a screen 

digitiser /didzitarzo/ noun a vector 
graphic input device which can be used to 
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scan an existing image, capturing x, y co- 
ordinates at desired intervals 

digitising pad /‘didzitaizin paed/ noun 
a sensitive surface that translates the posi- 
tion of a pen into numerical form, so that 
drawings can be entered into a computer. 
Also called digipad 


digizine /'didsi:n/ noun a magazine that 
is delivered in digital form either on the 
Internet or on a CD-ROM 


di litho abbreviation direct lithography 


dime novel /damm ,nov(ə)l/ noun a 
cheap paperback novel 


dimension /dar'men fon/ noun a meas- 
urement of something 


dimensional /di'menfonol/ adjective 
relating to dimensions 

dimensional stability /dat 
men/(o)nol sto'biliti/ noun a measure- 
ment of the ability of paper not to change 
its dimensions when subjected to heat, 
water, etc. 


dimension = marks  /dar'menfon 
marks/ plural noun marks on CRC 
showing a section that has to be enlarged or 
reduced 


DIN abbreviation Deutsche Industrienorm 


dingbats /‘dinbets/ plural noun US 
ornaments and other symbols (NOTE: The 
UK term is printer’s flowers.) 


dinky sheet /‘dinki fi:t/ noun a narrow 
web of paper 


diphthong /'difüpp/ noun two vowels 
which are pronounced together as one 
sound, sometimes printed together with a 
ligature, as in ‘encyclopedia’ 

direct /dar'rekt/ verb to manage or 
organise something o He directs our 
Southeast Asian operations. o She was 
directing the development unit until last 
year. m adjective straight or with no inter- 
ference 


direct access /dai,rekt 'zekses/ noun 
the ability to use information without the 
need for an intermediary person 


direct connection /darrekt kə 
'nekfon/ noun a fast permanent connec- 
tion linking a computer or system to a 
network such as the Internet. It can be used 
at any time and is much faster than a dial- 
up connection. 


direct cost /darrekt 'kpst/ noun the 
production or origination cost of a partic- 
ular product 


direct digital printing /dat,rekt 
,did31t(9)l 'printin/ noun same as digital 
printing 

direct-entry phototypesetting /dar 
rekt entri fautou'tarpsetiy/ noun 
phototypesetting where the text is keyed 
directly onto a keyboard which allows it to 
be output as typesetting 

direct impression /dar,rekt 1m 
'pref(o)n/ noun a typesetting process 
where the image is created by something 
which hits the paper directly 

direct input /dar,rekt 'mput/ noun soft- 
ware which allows the keyboarder to input 
text directly into the computer typesetter 
direction of travel /darrekfon ov 
'traev(o)l/ noun the direction in which the 
web of paper moves, either on a paper- 
making machine or through a printing 
press 

directions for use /darrekfonz fo 
'ju:s/ plural noun instructions showing 
how to use something 

direct lithography /dai,rekt lı 
'Opgrofi/ noun a lithographic process 
where the image is printed directly from 
the plate onto the paper. Abbr di litho 
direct mail /darrekt 'meil/ noun a 
system of selling goods by sending 
publicity material about them through the 
post 

direct-mail advertising /dat,rekt 
'meil ,edvotaizin/ noun advertising by 
sending leaflets to people through the post 
direct marketing /dar,rekt 'ma:kıtı9/ 
noun methods of marketing that bypass 
retailers, such as mail order, direct-mail 
advertising, telephone sales, Internet shop- 
ping etc. 

director /dar'rekto/ noun the top person 
in the management of a group, company or 
organisation 

directory /dar'rekt(o)ri/ noun a book or 
database which lists the names and details 
of people or companies in a specific 
geographical or subject area 

direct positive /darrekt 'pozotiv/ 
noun film produced by direct screening 
direct printing /darrekt 'printi/ 
noun the process of printing directly from 
a plate onto the paper 

direct processing /dar,rekt 
‘prousesin/ noun a method of photocop- 
ying which requires specially treated paper 
that captures the image from the original as 
it is exposed to light 
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direct screening /dar,rekt 'skri:nim/ 
noun a method of originating colour sepa- 
rations, where the original is reproduced as 
screened separations using a halftone 
screen 


direct selling /dar,rekt 'selr/ noun the 
process of selling a product direct to the 
customer without going through a shop 

dirty copy /,da:ti 'kppi/ noun a manu- 
script or typescript which has a large 


number of additions and changes, and is 
difficult to read 


dirty proof /,da:ti 'pru:f/ noun a proof 
with many keyboarding errors or which 
has been heavily corrected 


disclaimer /dis'klermo/ noun a legal 
refusal to accept responsibility 
COMMENT: Publishers or authors may print 
disclaimers in their publications: 'the views 
expressed in the article are those of the 
author and do not represent the policy of 
the newspaper’; ‘the characters in this novel 
are fictitious, and are not based on anyone 
living or dead'. Whether such disclaimers 
have any legal validity is open to question. 
discount noun /'diskaunt/ a reduction 
in the price of something n 10% discount 
for quantity purchases you pay 10% less 
if you buy a large quantity a 10% discount 
for cash, 10% cash discount you pay 10% 
less if you pay in cash m verb /dis'kaunt/ 
to reduce prices to increase sales 
COMMENT: Discounts vary considerably 
from country to country. In the UK, the basic 
discounts given by publishers to 
booksellers would be about 4096. Higher 
discounts will be given to wholesalers or 
large chains of bookshops, and also on 
mass-market paperbacks. Lower discounts 
will apply to single copy orders (or a 
surcharge may be added), and especially to 
academic books. Educational books have a 
basic discount of 17.5%, because the 
bookseller is simply passing on orders for 
School purchases and is not buying the 
books  speculatively for retail sale. 
Educational books are usually non-net, so 
that the bookseller can mark up the price if 
he or she wishes to hold them in stock and 
sell them from the shelf to the public. 
discounter /'drskaunto/ noun a person 
or company which sells goods at a discount 


discretion /dr'skref(o)n/ noun the 
ability to deal with confidential situations 
or information without causing embarrass- 
ment o I leave the matter to your discre- 
tion. 


discretionary hyphen /di 
,Skref(o)n(o)ri 'harf(o)n/ noun a hyphen 
inserted by the keyboarder, which is 


different from the spelling used in the 
computer's H & J program 
discrimination — /dr,skrimr'nerf(o)n/ 
noun treatment of people in different ways 
because of class, religion, race, language, 
colour or sex 

disinformation  /disinfo'merf(o)n/ 
noun false or deliberately misleading 
information, often put out as propaganda 
disk /disk/ noun a flat, round plastic 
device coated with magnetised material 
which can be used to store information 
readable by a computer. Also called disc 
disk inking /‘disk ,mkin/ noun a 
method of inking printing rollers, where 
the ink is spread from a turning plate 
Disk Operating System /,disk 
‘pporeitiy ,sistom/ noun the section of 
the operating system in a computer that 
controls the disk and file management. 
Abbr DOS 

disk ruling /‘disk ,ru:lm/ noun a 
method of producing ruled paper, using 
disks to produce the rules 

dispatch /di'spztJ/ noun 1. the sending 
of goods to a customer o The fuel short- 
ages held up dispatch for several weeks. 2. 
goods which have been sent o The weekly 
dispatch went off yesterday. m verb to send 
goods to customers 

dispatch department /di'spetf di 
ppa:itmont/ noun a department in a 
company which deals with the packing and 
sending of goods to customers 
dispatcher /di'spztfa/ noun a person 
who sends goods to customers 

dispatch note /di'spztf noot/ noun a 
note saying that goods have been sent 
display /di'splei/ noun an exhibition for 
public viewing m verb to set up or arrange 
for something to be viewed 

display advertisement /di'splei od 
\v3itismont/ noun an advertisement 
which is well designed to attract attention 
display attribute /di'spler ,etribju:t/ 
noun a variable which defines the shape, 
size or colour of text or graphics displayed 
in a DTP program 

display board /di'sple1 bo:d/ noun 
coated coloured board, used as backing for 
exhibitions or displays 

display cabinet /di'spler |, kzebrnot/ 
noun a piece of furniture with a glass top or 
glass doors for showing goods for sale, 
used particularly in antiquarian bookshops 
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display case /di'spler kers/ noun a 
glass box which protects items but allows 
them to be seen 

display character /dr'spler ,kærıktə/ 
noun a graphical symbol which appears as 
a printed or displayed item, e.g. one of the 
letters of the alphabet or a number 
display controller /dr'spler kon 
,treulo/ noun a device that accepts char- 
acter or graphics codes and instructions, 
and converts them into dot-matrix patterns 
that are displayed on a screen 

displayed text /di,spleid 'tekst/ noun 
text that is laid out by indenting or being 
placed in a box, so as to make it different 
from the rest of the text 

display face /di'spler fers/ noun a large 
typeface used for posters, headings in 
bookwork, etc. Also called display type 
display format /di'spler ,fo:mzt/ noun 
the number of characters that can be 
displayed on a screen, given as lengths of 
rows and columns 

display highlights /dr'spler ,harlarts/ 
plural noun the emphasis of particular 
words or paragraphs by changing the 
colour of the display 

display line /di'spler lam/ noun the 
horizontal printing position for the charac- 
ters in a line of text 

display material /di'spler mo,troriol/ 
noun items that can be used for an exhibi- 
tion 

display matter /di'spler 'mzeto/ noun 
typeset material in a display face such as a 
poster 

display mode /di'spler moud/ noun a 
way of referring to the character set to be 
used, usually graphics or alphanumerics 
display pack /di'sple1 pak/ noun an 
attractive box for showing goods for sale 
display panel /di'sple1 ,pan(o)l/ noun 
a flat area for displaying goods in a shop 
window 

display paper /di'spler ,perpo/ noun 
thick paper used to print posters 

Display PostScript /di'spler 
,poustskript/ a trade name for an exten- 
sion of PostScript that allows PostScript 
commands to be interpreted and displayed 
on screen so that a user can see exactly 
what will appear on the printer 

display register /di'spler ,redaisto/ 
noun a register that contains character or 
control or graphical data that is to be 
displayed 


display resolution /dr'spler 
rezolu: f(o)n/ noun the number of pixels 
per unit area that a display can show 
clearly 

display screen /di'spler skri:n/ noun 
the physical part of a visual display unit or 
monitor, which allows the user to see char- 
acters or graphics 

display size /di'spler satz/ noun a char- 
acter size greater than 14 points, used in 
headlines rather than normal text 


display space /di'sple: spets/ noun the 
available memory or amount of screen for 
showing graphics or text 

display stand /di'spler staend/ noun a 
portable board which can be set on legs and 
used to display information 

display type /di'spler tarp/ noun same 
as display face 

display unit /di'spler ,ju:nit/ noun 1. a 
special stand for showing goods for sale 2. 
a computer terminal or piece of equipment 
that is capable of showing data or informa- 
tion, usually by means of a CRT 

display work /di'spler w3:k/ noun the 
printing of posters, headings, etc. 
dissect /dar'sekt/ verb to remove the 
type which is to be printed in another 
colour, such as highlighted words in a chil- 
dren's dictionary 


disseminate /dr'semineit/ verb to 
spread news and information widely 
dissemination /dr,semr'nerf(o)n/ 
noun the act of distributing something such 
as information throughout an area 


distribute /di'stribju:t/ verb 1. to send 
out goods from a manufacturer's ware- 
house to retail shops o Smith Ltd distrib- 
utes for several smaller companies. o Our 
books are represented and distributed by J. 
Smith & Co. 2. to break up standing metal 
type and put each piece back into its case o 
The book was abandoned and the type was 
distributed. 3. in Monotype and Linotype 
machines, to melt down cast slugs after 
they have been used 4. to spread ink evenly 
over the surface of a plate, using a distrib- 
uting roller 

distribution /,distrt'bju:s(a)n/ noun 
the delivery of goods or information to 
people or organisations 

distribution channel /,distr1 
'bju:f(©)n ,tfeen(a)l/ noun the method by 
which things are sent to other people, e.g. 
e-mail, post or retail shops 


distribution costs 





distribution costs /,distri'bju:f(o)n 
ikpsts/ plural noun the costs involved in 
distributing books from the warehouse to 
the customer, including picking, packing 
and transport 

distribution network  /distri 
'bju:f(o)n ,netwa:k/ noun a series of 
points or warehouses from which goods 
are sent all over a country. Also called 
network of distributors 

distribution rollers /,distri'bju:f(o)n 


Oeulez/ plural noun rollers which 
distribute ink to the inking rollers 
distribution slip /,distr1'bju:f(a)n 


slrp/ noun paper attached to a document or 
a magazine showing all the people in an 
office who should read it 

distributor  /di'stribjoto/ noun a 
company that sells goods for another 
company which makes them 
distributorship /di'stribjutoftp/ noun 
the position of being a distributor for a 
company 

dither /'dió5/ verb 1. to create a curve or 
line that looks smoother by adding shaded 
pixels beside the pixels that make up the 
image 2. to create the appearance of a new 
colour by a pattern of coloured pixels that 
appear, to the eye, to combine and form a 
new, composite colour 

dithered colour /,dióod 'kalə/ noun 
colour that is made up of a pattern of 
different coloured pixels 

dittogram /'ditougram/ noun a printing 
error caused by repeating the same letter 
twice 

ditto marks /'ditoo ma:ks/ plural noun 
two small lines similar to double inverted 
commas set at the base line, used to show 
that the word above is repeated 

divinity calf /di'viniti ka:f/ noun a type 
of binding used for religious books, made 
of dark brown calf leather 

division /dt'v13(2)n/ noun a department 
in a large organisation 

DNS abbreviation comPuT domain name 
service 

docket /‘dokit/ noun a slip of paper on 
which a record can be kept o delivery 
docket o job docket o work docket 
doctor blade /‘dokta blerd/ noun a soft 
metal blade pulled across the surface of a 
gravure printing surface to remove excess 
ink 

document /'dpkjomont/ noun any form 
of information in printed or electronic 


form, e.g. maps, manuscripts or computer 
software 

documentalist — /,dokju'mentolist/ 
noun a specialist in documentation 
documentation /,dpkjomen'terf(o)n/ 
noun documents provided or collected 
together as evidence or as reference mate- 
rial 

document paper /'dokjomont ,perpo/ 
noun special-sized paper used for legal and 
other documents, which is suitable for 
writing on 

document reader /‘dokjumont ,ri:do/ 
noun a mechanism for reading text into a 
computer 

dog-eared /'dpg ,1od/ adjective used to 
describe a book whose corners are bent and 
worn 

dogleg /'dogleg/ noun US a leader line 
which bends to link the image to the text it 
refers to 

dogsbody /'dpgzbpodi/ noun a person 
who does all types of work in an office for 
very low wages (informal) (NOTE: The US 
term is gofer.) 

DOI abbreviation digital object identifier 
do-it-yourself /,du: it ja'self/ adjective 
done by an ordinary person, not by a 
skilled worker. Abbr DIY 

do-it-yourself handbook /,du: it jə 
'self ,haendbok/, do-it-yourself manual 
/,du: 1t jo'self mænjuəl/ noun a hand- 
book showing how to do repairs or 
construction work around the house (NOTE: 
US English is how-to book.) 
do-it-yourself magazine /,du: it jo 
'self ,mzegoziin/ noun a magazine with 
articles on repairs or construction work 
which the average person can do around 
the house 

do-it-yourself publishing /,dou ıt jo 
self 'pablifiy/ noun publishing carried 
out by an ordinary individual from his or 
her own home 

dollar /'dplo/ noun money used in the 
USA and other countries 

dolly /‘doli/ noun a device on wheels, e.g. 
a mobile microphone 

dolly truck /‘doli trak/ noun a truck 
which moves reels of paper from the paper 
store to the printing press 

domain /doo'mern/ noun the part of an 
e-mail address after the @ sign 

domain name /doo'mern nerm/ noun 
the sequence of words, phrases, abbrevia- 
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tions or characters that serves as the 
Internet address of a computer or network 
domain name service /do'mein 
nerm ,s3:vis/ noun an Internet service 


which translates domain names into IP 
addresses. Abbr DNS 


domestic /do'mestrk/ adjective refer- 
ring to the home market or the market of 
the country where the business is situated 
domestic market /do,mestik 'markit/ 
noun a market in the country where a 
company is based 
domestic production /do,mestik pro 
'dAk fon/ noun production of goods in the 
home market 
domestic sales /do'mestik serlz/ 
plural noun same as home sales 
door-to-door /,do: to 'do:/ adjective 
going from one house to the next, asking 
the occupiers to buy something o door-to- 
door encyclopedia selling 
door-to-door salesman /,do: to do: 
'seilzmon/ noun a man who goes from one 
house to the next, asking people to buy 
something 
DOS /dos/ abbreviation Disk Operating 
System 
dossier /'dpsiev noun a collection of 
documents relating to a person or topic 
dot /dpt/ noun 1. a small round spot 2. a 
punctuation mark (.) used to separate the 
various components of an Internet address 
COMMENT: Various shapes of dots are used 
for halftones, depending on the type of 
Screen. Square dots give sharper edges to 
the image, while elliptical dots give a 
smooth gradation between tones. 
dot address /'dot o,dres/ noun the 
common notation for Internet addresses in 
the form A.B.C.D. each letter repre- 
senting, in decimal notation, one byte of a 
four-byte address. Also called dotted 
quad, dotted decimal notation, dotted 
quad address 


dot etching /'dot ,et frp/ noun a method 
of making a halftone darker or lighter, by 
reducing or increasing the size of the dots 
by etching them by hand 

dot-for-dot reproduction /dot fo 
dpt ,rizpro'dakf(a)n/ noun reproduction 
from a printed halftone, where each dot is 
matched and reproduced 

dot gain /‘dot gern/ noun an occurrence 
in halftone reproduction where the dots 
tend to enlarge slightly and may lead to dot 
spread 


dotless ‘i’ /,dptlos 'ar/ noun the letter ‘i’ 
printed without a dot, used in some faces to 
give an IPA character, or in order to add a 
floating accent 

dots per inch /,dots pa:r 'intf/ noun 
the standard method used to describe the 
resolution capabilities of a page printer or 
scanner o Some laser printers offer high- 
resolution printing at 400 dpi. Abbr d.p.i., 
dpi 

dot spread /‘dot spred/ nouna defect in 
halftone reproduction where the dots 
become too large 

double /'dAb(3)l/ adjective twice or two 
times the size m noun a traditional British 
paper size made when the short side of a 
sheet is doubled 

double burn /,dAb(3)l 'b3:n/ noun an 
act of exposing two images on a film to 
give a special effect 

double case /,dab(o)l 'kers/ noun a 
case which holds both upper case and 
lower case type 

double-coated paper  /dab(o)l 
,keoutid 'perpo/ noun paper which has 
been coated twice, giving a very hard gloss 
double column /,dAb(9)l 'koləm/ noun 
a setting with two columns on the page. 
Abbr d.c. 

double dagger /,dab(a)l 'daego/ noun a 
third reference mark for footnotes 
double document /,dab(a)l 
‘dpkjumont/ noun an error in photo- 
graphing documents for microfilm, where 
the same image appears twice 

double elephant /,dab(s)l 'elifont/ 
noun 1. a large size of drawing paper (40 x 
27 inches) 2. US a book size up to 50 
inches high 

double exposure /,d4b(9)l tk'spau3a/ 
noun two images exposed on the same 
piece of photographic film, usually used 
for special effects 

double image /,d4b(o)l 'rmrids/ noun 
two pictures formed when the plates are 
out of register 

double line spacing /,dAb(o)l ‘lain 
,Spersip/ noun a style of leaving a white 
line between lines of text 

double page spread /,dab(a)! perd3 
'spred/ noun 1. a feature or article that fills 
two facing pages of a newspaper or maga- 
zine 2. two facing pages, designed to be 
seen together, the illustrations or text 
forming one whole design. Abbr DPS 
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double quotation marks /,dab(o)l 
'kwouts/ double quotes, double 
inverted commas plural noun printed 
signs (“ "), used to show that a piece of text 
has been quoted o The name of the 
company should be put in double quotes. 
double rule /,dAb(2)l 'ru:l/ noun a rule 
made of two lines 

double spacing /,dab(a)l 'spersi/ 
noun text typed with an extra white line 
between each line 

double spread /,dab(o)l 'spred/ noun 
PUBL same as double page spread 
double tone ink /,dab(o)l toun '1nk/ 
noun special ink for printing halftones, 
which spreads out from the centre of each 
dot as it dries and gives a stronger picture 
doublure /dab'ljua/ noun a lining, espe- 
cially one made of leather or highly deco- 
rated, inside the cover of a book 

Dow etching /'dao ,etf15/, Dow etch 
process noun a form of process engraving 
using magnesium alloy plates instead of 
zinc, giving very fine lines 

downer /'dauno/ noun a break in the 
web, which makes the printing press stop 
download /,daun'loud/ verb to move 
information from one electronic source to 
another storage device o The printer down- 
loaded the pdf from the ftp site. 
downloadable /daun'loudob(o)l/ 
adjective available to be downloaded 
downloadable fonts 
/,daunloudob(9)I 'fonts/ plural noun fonts 
or typefaces stored on a disk, which can be 
downloaded or sent to a printer and stored 
in temporary memory or RAM 
downrule /‘daunru:l/ noun a vertical 
line used to separate columns of text 
down stroke /daon strauk/ noun a 
wide heavy section of a character 
downtime /‘dauntaim/ noun 
during which a computer is unusable 
DP abbreviation data processing 
d.p.i. /,di: pi: 'at/, dpi abbreviation dots 
per inch o a 300 d.p.i. black and white A4 
monitor o a 300 dpi image scanner 

DPS abbreviation double page spread 
draft /dra:ft/ noun 1. a rough form of 
something written, drawn or planned o The 
editor has seen the first draft of her new 
novel. 2. a written order for money to be 
transferred from one bank to another m 
verb to make a first rough plan of a docu- 
ment o She was asked to draft the blurb for 


time 


the series. o The contract is still being 
drafted. 

drafting machine /'dra:ftry mo, fi:n/ 
noun a piece of equipment used in a 
drawing office, with things such as rules, 
scales, set squares and a head for attaching 
a plotting pen, all attached to an angled 
drawing board 

draft printing /dra:ft 'printin/, draft- 
quality printing noun low-quality, high- 
speed printing 

draftsman l'dra:ftsmon/, 
draughtsman  /'dra:ftsmon/ noun a 
person who draws plans, especially archi- 
tectural plans 


drag /drzg/ verb to move a mouse while 
holding the button down, so moving an 
image or icon on screen 


dragon's blood /dreg(o)nz blad/ 
noun a red pigment used to cover etching 
plates to protect the parts that are not to be 
etched 


drama /'dra:mo/ noun plays performed 
in the theatre or on radio or TV, or a single 
play o They are publishing a contemporary 
drama series. 

drama critic /'dra:mo ,kritik/ noun a 
reviewer for a newspaper who writes 
reviews of plays 

dramatisation  /,dramotar'zerf(o)n/, 
dramatization noun 1. the act of adapting 
something such as novel for cinema, televi- 
sion or the theatre 2. a film, television 
programme or play which has been 
adapted from a novel 

dramatise /'dramotarz/, dramatize 
verb to adapt something such as novel for 
cinema, television or the theatre o The 
novel was dramatised by J. Smith. 


draughtsman —/'dra:ftsmon/ 
another spelling of draftsman 


draw /dro:/ verb 1. to make a picture 
using a pencil or pen o She has drawn the 
designs for the new covers. o The maps 
have all been drawn by hand. 2. to pull 
something o Type which has not been 
secured may be drawn out of the forme by 
the printing rollers. 

drawdown /'dro:daun/ noun a way of 
comparing two printing inks (NOTE: The 
inks are spread on paper with a spatula 
and their shades and opacity are 
compared when dry.) 

drawing /'dro:1/ noun a picture which 
has been drawn by an artist o The book is 


noun 
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illustrated with line drawings by the 
author. 

drawing board /‘dro:1n bo:d/ noun a 
large flat surface on which an artist or 
designer can draw, sometimes with an 
adjustable sloping top 

drawing paper /‘dro:m ,perpo/ noun 
white cartridge paper, used by artists 
drawing pin /'dro:i prn/ noun a pin 
with a flat head used for attaching notices 
to a board 

drawing program l'dro:m 
,preugraem/ noun software that allows the 
user to draw and design on screen. » paint 
program 

drawing tools /dro: tu:z/ plural 
noun the range of functions in a paint 
program that allows the user to draw, 
normally displayed as icons in a toolbar 
drawn-in /,droin 'in/ adjective relating 
to a binding style where the cords are 
pulled through holes in the cover boards 
and then glued down 

drawn-on cover /dro:n on 'kavo/ 
noun a binding style where the cover is 
glued directly onto a book block made of 
one or more signatures sewn or glued 
together 

draw up /,dro: 'Ap/ verb to prepare and 
write out a document 

Dreamweaver /'driimwi:və/ a trade 
name for a webpage and web application 
design tool 

dressing /'dresin/ noun 1. the act of 
making ready printing cylinders by 
packing, to change the density of the 
impression 2. the process of loading 
various fonts into a phototypesetter 

drier /draro/ noun another spelling of 
dryer 

drill /dril, verb to make holes in the 
margins of leaves for loose-leaf binding 
drilled and strung /,drild on 'stran/ 
adjective bound by making holes through 
each leaf or signature, and then attaching 
them together with a thread 

drive /dratv/ noun 1. energy or an ener- 
getic way of working 2. a part of a machine 
which makes other parts work m verb to 
make a machine work, or a car or other 
vehicle go in a particular direction 
driven roller /,driv(o)n 'roulo/ noun a 
roller in a printing press which is driven by 
the motor, and which pulls the web through 
the press 


drive out /,draiv 'aut/ verb to expand the 
number of pages in a book by increasing 
the spaces between words or lines 

DRM abbreviation digital rights manage- 
ment 

drop /drop/ noun 1. a fall 2. the amount of 
space left when a text starts lower down the 
page than normal o There should be a 
10mm drop at the beginning of the chapter. 
m verb 1. to fall o Sales have dropped by 
1096. 2. to bring down the text, leaving a 
blank space o The chapter entry should be 
dropped six lines. 3. to unlock the forme 
after printing, so as to release the type 
which is then ready for distribution 4. to 
decide not to do or use something any more 
o We decided to drop the title from the 
Spring list. o The education committee 
have dropped our Geography course from 
their list of adoptions. 

drop cap /'drpp kæp/ noun a large-size 
initial letter at the beginning of a chapter, 
which runs down over several lines of text. 
Also called drop initial 

drop-down menu  /drop daun 
'menju:/ noun a vertical list of options that 
appears on clicking on an item on a 
computer screen. It remains visible until 
one of the options has been selected by 
clicking on it. 

drop folio /'drpp ,fauliau/ noun a page 
number printed at the foot of the page 
drop guides /'drop gatdz/ plural noun 
bars at the side of a paper feed which place 
the sheets in the correct position 

drop in /'drop '1n/ verb to put a block of 
text or an illustration into a space left in a 
typeset page 

drop initial /'drop r,nrf(o)l/ noun same 
as drop cap 

drop-out blue /,drop aot 'blu:/ noun a 
special blue pencil used to write on 
bromides or on other artwork, which does 
not reproduce when filmed 

drop-out halftone /drop avt 
'ha:ftəun/ noun a halftone that has no dots 
on the highlighted sections which are just 
white paper 

dropped heads /,dropt 'hedz/ plural 
noun chapter heads which begin several 
lines down the page throughout a book 
drop ship /,drop 'f1p/ verb to deliver a 
large order direct to a customer without 
going through an agent or distributor, 
though the invoice for the shipment may be 
sent to the agent 
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drop shipment /‘drop ,fipmant/ noun 
the delivery of a large order from the 
manufacturer direct to a customer’s shop or 
warehouse, without going through an agent 
or wholesaler 

drum /dram/ nouna large cylinder 
drum plotter /‘dram ,plotə/ noun a 
computer output device that consists of a 
movable pen and a piece of paper wrapped 
round a drum that rotates, creating patterns 
and text 

dry end /'drai end/ noun the end of a 
fourdrinier papermaking machine where 
the wet web of paper is passed between hot 
rollers to dry it 

dryer /'draro/, drier noun 1. a machine 
which dries, especially one for drying ink 
2. an ingredient added to ink which speeds 
up the drying process 

dry indicator test /drai mdikeito 
,test/ noun a test of the resistance of paper 
to liquids 

drying cylinder /'drauy ,silindo/ noun 
a heated cylinder over which newly made 
sheets of paper pass to be dried 

drying time /'drau tamm/ noun the 
time taken for ink to dry on a printed sheet 
dry ink /‘drat 1k/ noun powdered ink 
used in some photocopiers 

dry litho /'drar ,lar6au/ noun an offset 
plate which does not need dampening to 
distribute the ink 

dry mounting /,drar 'mauntin/ noun a 
way of mounting photographs so that they 
are flat, by using adhesives which stick 
when pressed 

dry offset /,dra1 'pfset/ noun a letter- 
press process, using a letterpress plate on 
an offset litho press 

dry point /'drar: pornt/ noun a method of 
etching with a needle directly onto a 
copper plate without using acid, used for 
retouching etched plates 

dry proofing /,drar 'pru:frp/ noun a 
method of making colour proofs using dry 
inks 

dry-transfer lettering /,drat 
,trzensf3: 'letorm/, dry-transfer process 
noun letters or other symbols which are on 
the back of a sheet of plastic and can be 
transferred to paper by rubbing 
dry-transfer sheet /,drar 'trensfa: 
fitt/ noun a sheet of letters used for the 
dry-transfer process 

DTP abbreviation desktop publishing 


dual pricing /,dju:ol 'prarsi/ noun the 
method of giving different prices to two 
books which are substantially the same, 
e.g. one price for a book sold through retail 
outlets and a lower price for the same book, 
with possibly a different cover, sold by 
mail order Compare partial remain- 
dering 

duck-foot quotes /,dak fot 'kwouts/ 
plural noun same as guillemets 


duct /dakt/ noun a container for ink in a 
printing machine 

duct roller /'dAkt ,roulo/, ductor roller 
noun a roller that takes ink and supplies it 
to the distributing rollers which ink the 
forme 


due /dju:/ adjective expected to arrive or 
happen at a particular time o due to 
because of n to fall due, to become due to 
be ready for payment 


dues /dju:z/ plural noun books for which 
orders have been taken, but which cannot 
be supplied until fresh stock arrives. This is 
because they are either subscription orders 
recorded for a new title or orders for a 
backlist title which is being reprinted. 
dues report /‘dju:z ri po:t/ noun a 
listing of titles and the number of dues 
which have been logged 


duke /dju:k/ noun an old paper size used 
for notepaper 

dull-coated paper /da4l ,kootid 
'perpo/ noun US coated paper which has a 
matt finish (NOTE: The UK term is matt art 
paper.) 

dummy /‘dami/ noun an imitation 
product to test the reaction of potential 
customers to its design, especially a book 
with a cover but blank pages, or with only 
a few specimen pages showing layouts 


dummy pack /'dami pak/ noun an 
empty pack for display in a shop 


dummy text /,dami 'tekst/ noun 
jumbled letters or words, or a piece of 
meaningless or irrelevant text, which is 
used in the place of real text when putting 
together a layout. Also called greeked 
text, placeholder text 


dump /damp/ verb a to dump goods on 
a market to get rid of large quantities of 
excess goods cheaply in an overseas 
market 


dump bin /'damp brn/ noun a display 
container like a large box which is filled 
with goods for sale 


dye transfer print 





dumping /‘dampin/ noun the act of 
getting rid of excess goods cheaply in an 
overseas market o dumping of cheap 
paperbacks on the European market 
duodecimo /,djuou'dekimou/ 
PRINTING same as twelvemo 
duotone /'dju:sutoun/ noun same as 
duplex halftone 

duplex /'dju:pleks/ noun paper made of 
two sheets of different colour or finish, 
stuck together back to back 

duplex cut /dju:pleks kat/ noun 
different widths of paper cut from the same 
reel 

duplex halftone /,dju:pleks 
'haiftoun/ noun a two-colour halftone 
printed from a monochrome original, the 
screen angle of each negative being 
different. Also called duotone 
duplicate noun /'dju:plikot/ an extra 
copy of a book or document already in 
stock m verb /'dju:plikeit/ to make an 
exact copy of something 

duplicate plate /dju:plikot plert/ 
noun a plate made from the original plate 
duplication /dju:pli'kerf(o)n/ noun 
the copying of documents 

duplicator /dju:plikeito/ noun a 
machine that makes copies of documents 
durable /'djuorob(o)l/ adjective lasting a 
long time o This cover material is not as 
durable as the previous batch. 

dust jacket /‘dast ,d3zkit/, dust cover 
/'dast ,Kavo/ noun a paper book cover, 
often illustrated, which protects the hard 
binding of the book and can be removed 
dutiable goods /,dju:tiob(o)l 'gudz/, 
dutiable items plural noun goods on 
which a customs duty has to be paid 


noun 


duty /'dju:ti/ noun a tax which has to be 
paid 

duty-free /,dju:ti 'fri:/ adjective with no 
duty to be paid. Also called free of duty 
DVD /di: vi: 'di:/ noun an optical 
compact disc that can store a large quantity 
of video, audio or other information. Full 
form digital video disc 

DVD-ROM /di: vi: ‘di: ,rom/ noun a 
high-capacity optical disc on which data 
can be stored but not altered. Full form 
digital video disc read only memory 
Dvorak keyboard /'dvo:rzk ,ki:bo:d/ 
noun a keyboard with frequently used keys 
placed near the centre for quicker typing 
dwell /dwel/ noun a short time during 
which a hand-worked press is in contact 
with the paper, or when a blocking tool is 
in contact with cover material 

dye /dai/ noun a colouring substance used 
to give a material a permanent colour m 
verb to give a material a permanent colour 
dyeline paper /‘datlam ,perpo/ noun 
same as diazo paper 

dyeline print /darlam prmt/ noun a 
proof in the form of a print taken directly 
from film 

dyeline process /'datlam ,prouses/ 
noun a cheap method of proofing where 
special coated paper is contacted to film 
and then developed usually in blue or black 
dye-sublimation /,dat sAbli 
'merf(o)n/ noun a method of high-quality 
printing, using heated sheets of dye which 
sink into the specially-coated paper 

dye transfer print /‘dar_,trensfs: 
,print/ noun a full-colour print made from 
artwork direct onto coated paper, used for 
display material where only a few copies 
are required 


E13B noun a font used in magnetic ink 
printing on cheques 
EAN abbreviation European 
number 
e. & O.e. abbreviation words written on 
an invoice or estimate to show that the 
company has no responsibility for 
mistakes in the invoice. Full form errors 
and omissions excepted 
ear /10/ noun the small space at the side of 
the masthead on a newspaper, used for 
advertising 
early selling /,3::1 'selty/ noun the 
selling of a book by a bookseller before the 
publication date set by the publisher 
earmark /'roma:k/ verb to put something 
on one side for a particular purpose 
earpiece /'ropi:s/ noun a small adver- 
tisement placed at the side of the masthead 
on a newspaper 
easer /'i:zo/ noun a substance added to 
ink to make it more fluid and less sticky 
e-book /'i: buk/ noun a battery-powered 
portable reading device displaying text on 
a high-resolution screen. Also called elec- 
tronic book 
* Almost every IT expert in the world is 
agreed that the book faces a 
revolutionary challenge from e-books 
and e-paper. Carr says: “In the next five 
to 10 years, maybe much sooner, we’ll 
see a decent, ultra-lightweight, portable 
e-paper device that allows book lovers to 
download titles straight from the 
internet".' [The Observer] 


e-book reader /'i: buk ,ri:da/ noun a 


piece of software which allows e-books to 
be read on a PC 


ECGD abbreviation Export Credit Guar- 
antee Department 

e-collaboration /'i: ko,lzborerf(o)n/ 
noun collaboration among people or 


article 


organisations made possible by means of 
electronic technologies such as the 
Internet, video conferencing and wireless 
devices 

e-commerce /ji: 'koms:is/ noun the 
exchange of goods, information, products, 
or services via an electronic medium such 
as the Internet 

e-copy /'i: ,.kopi/ noun an electronic copy 
of a document, especially an e-mail text 
that has a primary destination as an elec- 
tronic message and a secondary destination 
as a printed copy 

ed. abbreviation PUBL edition 

edge /ed3/ noun 1. one side of a flat 
thing; for a book, one of the three sides 
where the paper has been trimmed o The 
edges of the book are coloured. o The 
printer has printed the figures right to the 
edge of the printout. 2. an advantage over 
somebody else o Having a local office 
gives us a competitive edge over Smith Ltd. 
edge enhancement  /ed; in 
,ha:nsmont/ noun same as unsharp 
masking 

edge planing /'ed; ,pleinm/ noun the 
act of cutting the edge of a printing plate 
EDI abbreviation electronic data inter- 
change 

edit /'edit/ verb 1. to change, correct or 
modify text or films 2. to prepare a docu- 
ment for publication 3. o to edit down to 
reduce the extent of a text by cutting in the 
editorial department o They edited the 
autobiography down from 1,000 pages of 
single-spaced typescript to make a 250- 
page paperback. a to edit something out 
to delete something from the text o He 
asked the copy editing department to edit 
out all references to the Prime Minister. 
edit. abbreviation PUBL edition 

edited /'editid/ adjective relating to work 
consisting of one or several separate items 


edutainment 





prepared for publication by somebody 
other than the author 


editing /‘editmy/ noun the process of 
preparing a manuscript for publication o 
The book is with the editing department. o 
The editing of the text will take at least six 
months. o Can the editing be done directly 
on the screen? 

editing symbol /editig | ,simb(o)l/ 
noun a character on microfilm to aid posi- 
tioning, cutting and editing of the frames 
editing terminal /'editig ,t3:min(o)l/ 
noun a computer terminal on which text is 
shown which can be edited 


edition /r'drf(o)n/ noun a particular 
version of a book, magazine, newspaper or 
TV or radio programme which is printed or 
broadcast at one time 

edition binding /r'drf(o)n ,bamdry/ 
noun a mass-produced binding style where 
the book is cased, with a plain cloth 
binding, usually covered with a jacket 
editio princeps /1,ditiou 'prinseps/ 
noun the first printed edition of a piece of 
writing (NOTE: From the Latin meaning 
‘first edition’.) 

edit key /'edit ki:/ noun a key which 
starts a function that makes an editor easier 
to use 


editor /edito/ noun 1. a person who 
changes or corrects text or films 2. a person 
in charge of publishing a newspaper or 
magazine who makes the final decisions 
about the contents and format 

editorial /,eedri'to:riol/ noun the main 
article in a newspaper, written by the editor 
m adjective relating to an editor 

editorial board /,edi'to:rial ,bo:d/ 
noun a group of people with the power to 
make decisions about the contents of docu- 
ments 

editorial content  /edi'to:riol 
,kontent/ noun creative copy produced for 
use in a publication 

editorial department /,edr'to:rial dr 
,pa:tmoant/ noun a department in a 
publishing company which deals with the 
in-house editing of books 

editorial duties /edr'to:riol ,dju:z/ 
plural noun the work of an editor or copy 
editor 

editorial process /edi'to:riol 
,preuses/ noun all the stages of work 
involved in checking and editing a piece of 
copy 


editorial schedule  /edi'to:riol 
Jedju:l/ noun a list of dates for all the 
editorial processes of a book including 
copy editing, design, author's queries and 
libel checking 

editorial services  /edi'torriol 
,S31VISIZ/ noun work that can be done by 
an outside person or company, producing 
or checking editorial content 

editorial team /,edr'to:riol ,tixm/ noun 
all the people involved in editing a piece of 
work from initial submission to publica- 
tion 

editorship /'editofrp/ noun the post of 
editor, especially on a newspaper 

edit window /'edit ,windou/ noun an 
area of the screen in which the user can 
display and edit text or graphics 
EDP abbreviation electronic 
processing 

educational /edjo'kerf(o)nol/ adjec- 
live 1. giving knowledge, instruction or 
information 2. relating to or concerned 
with education o They have a strong 
educational salesforce. 

educational contractor /,edju 
'kerf(o)no] kon,trekto/ noun 1. a 
company that has a contract to supply a 
school with books, stationery and other 
items 2. a bookseller who has a contract to 
supply school books to a local educational 
authority 

educational list /,edjo'ker/(o)nol Irst/ 
noun a group of books published by one 
publisher for the educational market 
educational publisher = /,edjo 
'kerf(o)nol ,pAblrifo/ noun a publisher 
who publishes books for use in schools or 
colleges o A small educational publisher is 
for sale. 

educational representative /,edjo 
'kerf(o)nol ,reprizentotrv/, educational 
rep noun a publisher's representative who 
visits schools and colleges to show books 
to teachers 

educational showroom  /,edjo 
'kerf(o)nol ,fauru:m/ noun a room where 
educational books and equipment are on 
show, so that teachers can look at them and 
decide what to buy 

educational supplier /,edjo 
'kerf(o)nol so,plaro/ noun a wholesaler 
who specialises in supplying educational 
equipment or books to schools 
edutainment /,edju'ternmont/ noun 
television programmes, computer software 


data 


effect 





or other media content intended both to 
entertain and educate users 

effect /i'fekt/ noun 1. the result of some- 
thing 2. meaning m verb to carry something 
out o to effect a payment to make a 
payment 

effective date /r'fektiv dert/ noun the 
date on which a rule or a contract starts to 
be applied 

effectiveness /r'fektrvnos/ noun the 
fact of working or producing results o 7 
doubt the effectiveness of advertising 
learned journals on television. » cost- 
effectiveness 

effort /'efot/ noun the use of the mind or 
body to do something o The salespeople 
made great efforts to increase sales. o 
Thanks to the efforts of the finance depart- 
ment, overheads have been reduced. o If 
we make a bit more effort, we should clear 
the backlog of orders. 

EFL abbreviation EDUC English as a 
Foreign Language 

e.g. abbreviation for example or such as o 
The contract is valid in some countries 
(e.g. France and Belgium) but not in 
others. (NOTE: From the Latin phrase 
‘exempli gratia’.) 

eggshell antique /egfel æn,ti:k/ 
noun bulky antique paper with an eggshell 
finish 

eggshell finish /‘egfel fınıf/ noun a 
dull smooth finish to paper which has not 
been calendered 

EGM abbreviation Extraordinary General 
Meeting 

Egyptian /1'd31pf(a)n/ noun a typeface 
with a slab serif 

eighteenmo /;eiti:n'mou/ noun same as 
octodecimo 

18mo abbreviation eighteenmo 

eight to pica leads /,eit to 'parko 
Jledz/ plural noun pieces of thin metal 
leading, eight of which form one pica 
eightvo /'eitvou/ noun same as octavo 
8vo abbreviation octavo 

e-learning /'i: 13:nin/ noun the acquisi- 
tion of knowledge and skill using elec- 
tronic technologies such as computer- and 
Internet-based courseware and local and 
wide area networks 

electro /1'lektrau/ noun same as electro- 
type 

electronically /,elek'trontkli/ adverb 
referring to operations using electronic 


methods o The text is electronically trans- 
mitted to an outside typesetter. 
electronic book /elektrpnik 'bok/ 
noun same as e-book 
electronic composition /,elektronik 
,kompe'zif(o)n/ noun text manipulation 
by computer leading to automatic typeset- 
ting and page make-up 
electronic compositor /,elektronik 
kom'ppzito/ noun a computer that allows 
a user to arrange text easily on screen 
before it is electronically typeset 
electronic data interchange 
/ elektronık 'derto ,intotfemd3/ noun a 
system of sending commercial data over a 
network or telephone line using an elec- 
tronic mail system. Abbr EDI 
electronic data processing 
/ elektronık 'derto ,proosesm/ noun 
computer-based tasks involving the input 
and manipulation of data, usually using 
database programs. Abbr EDP 
electronic editing /,elektronik 
'editig/ noun the electronic selecting and 
assembling of audio and visual material; 
there are no mechanical splices, lifts or 
reprints 
electronic file /,elektronrk 'fail/ noun 
text in the form of a set of data that can be 
sent from an editor to the typesetter 
through a computer network 
electronic journal  /elektronik 
'd33:n(9)l/ noun a journal that is trans- 
mitted via a computer network 
*Unlike print journals, which libraries 
own and can keep forever, electronic 
journals are provided to libraries under a 
kind of lease. Libraries pay for the 
privilege of having access to the journals 
online. But many libraries fear they 
won't be able to retrieve back issues 
should this access abruptly end.’ 
[The Chronicle of Higher Education] 


electronic journalism /,elektrontk 
'd33:n(o)liz(o)m/ noun news coverage 
that is transmitted electronically, e.g. by 
television or over the Internet 

electronic library — /,elektronik 
'‘laibrori/ noun texts and documents that 
are available through a computer network 
electronic magazine /elektrpnik 
Qmago'zi:in/ noun a magazine that is 
distributed online over a computer network 
rather than being printed on paper 
electronic page composition 
/ elektronık 'perd5 ,kompozif(a)n/ noun 


emboss 





a system comprising colour scanning, 
retouching and colour correction, proofing, 
page assembly and output of films by 
computer methods. Abbr EPC 


electronic payment system 
/ elektronık 'permont ,sistom/ noun a 
means of making payments over an elec- 
tronic network such as the Internet 


electronic point of sale /,elektronik 
point ov 'seil/ noun full form of EPOS 


electronic publishing /,elektronik 
‘pablifin/ noun the process and business 
of producing books or journals in elec- 
tronic form, e.g. as e-books or for online 
access 


electronic register control 
/ elektronık 'redaisto kon,trool/ noun 
control of the register on web-fed presses, 
using electronic devices 


electronic rights /,elektrpnik 'raits/ 
plural noun the right to publish and sell 
copyright material using electronic devices 
such as CD-ROM or the Internet 


electronic scanner / elektronık 
'skænə/ noun a machine that produces 
colour separations by scanning colour 
artwork 


electrophotography hilektroofo 
'tngrofi/ noun a general term for methods 
of recording optical images by means of 
light acting on a photoconducting insu- 
lator, static charge and an image created by 
a toner which is then fixed by heat or pres- 
sure 


electrostatic printing h 
Jektroostatik 'printin/ noun a copying 
process, where the surface of the paper is 
charged electrically and powdered ink is 
spread on it; the ink adheres to the charged 
surfaces and is then heated to fix it to the 
paper 

electrotype /i'lektroutarp/ noun a type 
of printing plate made from a mould and 
coated with copper or nickel. Also called 
electro 

e-legal deposit /'i: ,li:g(o)] dr,ppzit/ 
noun the deposit of electronic documents 
in library facilities for storage and preser- 
vation 


element /'elmmont/ noun 1. one of the 
single parts that make up a whole 2. the 
basic and most important part of a subject 
elephant /'elifont/ noun a former book 
size, 23 x 14 inches. » double elephant 


elephant folio /'elifont ,fouliou/ noun 
a book size from 61 to 63.5 cm/24 to 25 
inches in height 
elhi, EI-Hi noun US publishing for the 
elementary and high school markets o an 
elhi publisher o He has written a math 
course for the elhi market. 
elision /1'l13(9)n/ noun omission of a 
character which is not essential to under- 
standing the meaning of a series of charac- 
ters, e.g. using ‘it’s’ to mean ‘it is? 
ellipsis /i'lrpsis/ noun a series of three 
dots, used to show that part of a text is 
missing 
Elmendorf tear test /'elmondo:f teo 
,test/ nouna test carried out in paper mills 
to check the resistance of paper to tear, in 
which a slit is made in a sample of paper 
held in clamps and the force needed to 
completely tear the paper is measured 
ELT noun the teaching of English to non- 
native speakers of English. Full form 
English Language Teaching 
em /em/ noun a measure of width of type, 
equivalent to the point size used: one em in 
8 point is 8 points wide 
COMMENT: The em is taken as the width of 
a capital M which varies according to the 
point size of type. The pica em has been 
standardised at 4.23mm wide, which is 
equivalent to 12 points. It is also called 
mutton when referring to the width of the 
letter M. 
e-mail /'i: meil/ noun messages sent on a 
computer using a modem and telephone 
lines to other users of a network or bulletin 
board. Also called electronic mail 
e-mail shorthand /'i: meil ,fo:thzend/ 
noun the set of acronyms and abbreviations 
for common phrases originally used in e- 
mail and subsequently in chat rooms, 
instant messaging and newsgroup postings 
e-marketing /'i: ,markitin/ noun 
marketing using the Internet, concentrating 
on methods such as web page design, 
advertising, newsgroup targeting, sales e- 
mails etc 
embedded command /im,bedid ko 
'ma:nd/ noun a printing command which 
is keyboarded into text, and which appears 
on the screen but does not appear in the 
final printed document 
emboldening /im'bpld(o)n/ noun the 
act of making a word print in bold type 
emboss /im'bps/ verb to press a mould 
on the underside of something so that the 
surface stands out in relief o The address is 
embossed at the top of each piece of note- 


em dash 





paper. o The book has an embossed leather 
binding. Compare deboss 


em dash /'em dæf/ noun a dash which is 
the length of an em, used to separate 
words. Also called em rule, long dash 


emerald /'em(o)rold/ noun a former type 
size, equivalent to 6 1/2 point 


emmage /'emid3/ noun the total area of 
the type, expressed in ems 


em quad /'em kwod/ noun a space 
printed that is equal in size to an em 


em rule /'em ru:l/ noun same as em 
dash 


ems per hour /,emz pa: 'auo/ plural 
noun the rate of production of characters 
from a machine or operator 


emulsion /1'malfan/ noun a light-sensi- 
tive coating on photographic film or paper 
emulsion side /i'malfon said/ noun 
the coated dull side of film which is placed 
in contact with the emulsion side of 
another film or plate, to give a clear image 


en /en/ noun a measure of width of type 
which is half the size of an em 


enamel paper /i'nzm(o)l ,perpo/ noun 
US paper that has been coated with a layer 
of clay and size to make it shiny and 
smooth (NOTE: The UK term is coated 
paper.) 

encapsulate /in'kepsjuleit/ verb to 
capture the main points of something in a 
very small space or within a single object 
or event 


encapsulated /in'kzpsjolertid/ adjec- 
tive contained within something else 


encapsulated PostScript — /m 
ikeepsjuleitid 'poustskript/ noun Post- 
Script commands which describe an image 
or page contained within a file that can be 
placed within a graphics or DTP program. 
Abbr EPS 


encapsulated PostScript file /m 
ikeepsjuleitid 'poostskript ,fail/ noun a 
file that contains encapsulated PostScript 
instructions together with a preview 
bitmap image. Abbr EPSF 
COMMENT: An Encapsulated PostScript file 
contains PostScript commands that 
describe an image or page, the commands 
are stored in a file and this can be placed on 
a page; an encapsulated PostScript file 
often contains a preview image in TIFF or 
PICT format. 
enclose /in'klouz/ verb to send some- 
thing in the same envelope 


enclosure /in'k1ou39/ noun a document 
enclosed with a letter o letter with enclo- 
sures 
encrypt /in'kript/ verb to convert plain- 
text to a secure coded form, using a cipher 
system o the encrypted text can be sent 
along ordinary telephone lines 
encryption  /m'kripfon/ noun the 
conversion of plaintext to a secure coded 
form by means of a cipher system 
"The VPN solution will provide user 
confidentiality and authenticity through 
data encryption which allows only 
authorised users to access corporate 
networks.' [DMEurope] 
encyclopedia /in,saiklo'pi:dio/, ency- 
clopaedia /insarklo'pi:dio/ noun a book 
or set of books offering comprehensive 
information on all or specialised areas of 
knowledge. Also called cyclopedia 
encyclopedic /1n,satklo'pi:dik/ adjec- 
tive covering or including a broad range of 
detailed knowledge such as is found in an 
encyclopedia 
encyclopedist /1n ,sarklo'pi:dist/ noun 
a compiler of or contributor to an encyclo- 
pedia 
end /end/ noun the final point or last part 
of something o at the end of the contract 
period m verb to finish o The distribution 
agreement ends in July. o The chairman 
ended the discussion by getting up and 
walking out of the meeting. 
en dash /'em da f/ noun a short dash like 
a hyphen, as long as an en, showing that 
two words or figures are joined together. 
Also called en rule, en score 
end even /end 'i:v(o)n/ adjective 
making sure that the last line in a text being 
set is a full line 
end in /'end 1n/ verb to have something 
as a result o The AGM ended in a fight 
between rival groups of shareholders. o 
The libel case ended in an apology from the 
editor. 
ending /‘endin/ noun the final part of a 
document 
end matter /'end ,mato/ noun PUBL 
same as back matter 
endnote /endnout/ noun a note of 
comment or reference placed at the end of 
a chapter, book or essay 
endnotes /'endnoots/ plural noun notes 
that are printed at the end of a chapter, as 
opposed to footnotes which are printed at 
the bottom of the page 


equal 





endpapers, endsheets plural noun 
pages of thicker paper at the front and back 
of a book, glued to the first and last text 
pages and then glued to the cover o The 
limited edition has marbled endpapers. 


end product /,end 'prodakt/ noun a 
manufactured product, made at the end of 
a production process 


end sign /'end sain/ noun a printer's 
flower used to indicate the end of an article 
in newspapers or magazines 


end user /,end 'ju:zo/ noun a user of a 
computer program or any electronic 
system 

engine-sized paper /'endsin saizd 
perpo/ noun paper made from pulp to 
which size has been added, as opposed to 
tub-sized paper in which the size is added 
after the paper has been made 


English /15glif/ noun the English 
language, together with literature written 
in it, as a subject of study 


English finish /'15gl1f fin1f/ noun US 
a type of smooth calendered paper finish, 
inferior in quality to coated paper (NOTE: 
The UK term is imitation art paper.) 


engrave /in'greiv/ verb to cut a design 
on metal, wood or glass 


engraver /in'greivo/ noun a person who 
engraves plates for printing 


engraver’s proof /in'grervoz pru:f/ 
noun a proof of an engraving or line 
drawing 


engraving /in'gretvin/ noun 1. the act 
of preparing a printing surface by etching 
the surface of a metal plate 2. an illustra- 
tion made by printing from an engraved 
plate 


COMMENT: The term 'engraving' does not 
mean the same in printing as it does in fine 
art. An artist engraves a plate by cutting fine 
lines on it with a burin (a type of sharp 
needle); the image is formed by putting ink 
into the cut lines, and wiping excess ink off 
the flat top surface. In printing, the opposite 
is the case, as photoengraving etches (with 
an acid) the non-printing surfaces, leaving 
the top surface to carry the ink. 
Photoengraving can be used for 
reproducing either line drawings (where 
tones are represented by lines of ink) or 
halftones (where the tones are conveyed by 
many little dots of different sizes). 


enhance /in'ha:ns/ verb to make some- 
thing clearer o to enhance a photograph 


enlarge /1n'la:d3/ verb to make some- 
thing bigger 


enlargement /in'la:d3mont/ noun the 
process or result of making something 
bigger 
enlarger /1n'la:d39/ noun a device which 
makes photographic prints which are much 
larger than the negative 
enlighten /in'lait(a)n/ verb to give clar- 
ifying information to somebody 
ennage /'enid5/ noun the total area of 
type, expressed in ens 
en quad /'en kwpd/ noun a space that is 
half the width of an em quad space 
en rule /'en ru:l/, en score noun same as 
en dash 
entertainment expenses  /ento 
'ternmont 1k,spensiz/ plural noun money 
spent on giving meals to business visitors 
entitle /1n'tart(o)l/ verb 1. to give a title 
to something such as a book o He is the 
author of a book entitled ‘Decline and 
Fall'. 2. to give somebody the right to 
something o As an author, he's entitled to 
a discount. 
entitlement /in'tart(o)Ilmont/ noun a 
right 
entry /'entri/ noun a single record in a 
database, dictionary or catalogue 
EPC abbreviation electronic page compo- 
sition 
ephemera /1'femoro/ plural noun items 
relating to a specific event or topic which 
are designed to last for a very short time, 
e.g. theatre programmes, pamphlets or 
newspaper cuttings 
‘Libraries have to make room for new 
books by discarding outdated ephemera, 
but dumping all older books is a disgrace 
and a disservice to users. The problem is 
that deciding what to keep takes more 
knowledge than many library managers 
have, so they adopt the motto “when in 
doubt, chuck it out”.’ [Bristol Evening 
Post] 
epigraph /'epigraf/ noun a quotation 
used at the beginning of a book, as part of 
the prelims 
EPOS /'i:pps/ noun a system where sales 
are charged automatically to a customer's 
credit card and stock is controlled by the 
shop's computer. Full form electronic 
point of sale 
EPS abbreviation encapsulated PostScript 
equal /i:kwol/ adjective same in size, 
amount or degree m verb to be the same as 
something o Production this month has 
equalled our best month ever. 


equally 





equally /i:kwoli/ adverb to the same 
extent o Costs will be shared equally 
between the two parties. o They were both 
equally responsible for the disastrous 
launch. 
equal opportunities programme 
/ikwol ppo'tju:nitiz ,proograem/ noun 
a programme to avoid discrimination in 
employment (NOTE: The US term is affirm- 
ative action program.) 
equals sign /'i:kwolz sain/, equal sign 
noun a printed sign (=) used to show that 
two things are equal 
equip /r'kwrp/ verb to provide with 
machinery o to equip a printing works with 
new machinery o The office is fully 
equipped with word processors. 
equipment h'kwrpmont/ noun 
machinery and furniture needed to make an 
office or factory work 
erase /i'reiz/ verb 1. to remove marks 
from paper 2. to delete something from a 
computer 
erratum /e'ra:tom/ noun a correction to 
a printed document that is added on a sepa- 
rate slip of paper after publication (NOTE: 
The plural is errata.) 
erratum slip /e'ra:tom slip/, errata slip 
/e'ra:to slip/ noun a small piece of paper 
inserted into a book with corrections to 
important mistakes which have been 
noticed since the book was printed 
erroneous /r'roonios/ adjective wrong 
or not correct o an erroneous reading of 
the text 
error /'ero/ noun a mistake 
error rate /'ero reit/ noun the number of 
mistakes per page or per thousand entries 
errors and omissions excepted 
/,eroz ond ou, mr[(o)nz 1k'septid/ phrase 
full form of e. & o.e. 
erudite /erodait/ adjective having or 
showing great knowledge gained from 
study and reading 
erudition /ero'drf(o)n/ noun knowl- 
edge acquired through study and reading 
escalator clause /'eskolerto klo:z/ 
noun a clause in a contract which allows 
for increased royalties as sales increase 
COMMENT: In such a clause, the royalty may 
only be 5% for the first printing of 2000 
copies, but will increase to 7.5% for the next 
2000 copies, then to 10% and finally 12.5% 
for sales beyond (say) 10,000 copies. 
escape clause /1'skerp klo:z/ noun a 
clause in a contract which allows one of the 


parties to avoid carrying out the terms of 
the contract under particular conditions 


ESL abbreviation EDUC English as a 
Second Language 


ESOL /‘i:spl/ abbreviation EDUC English 
for Speakers of Other Languages 


ESP abbreviation EDUC English for 
Special Purposes 


esparto /1s'pa:tou/ noun a type of thick 
smooth paper made from a South Amer- 
ican grass, which is very good for writing 
or printing, or as the body in coated papers, 
but is liable to tear and is now not often 
used 


essay /'esei/ noun a short piece of prose 
about a subject 


essayist noun a person who writes 
essays 


establish /1'stzeblif/ verb 1. to create 
something in a permanent way 2. to prove 
that something is definitely true 
establishment /1'stzeblifmont/ noun 
1. a commercial business o He runs an 
important printing establishment. 2. the 
number of people working in a company 


establishment charges h 
'staeblrfmont ,tfa:daiz/ plural noun the 
cost of people and property in a company's 
accounts 


estate /i'steit/ noun property left by a 
dead person o The royalties are payable to 
the author's estate. 


estimate verb /'estimeit/ to calculate an 
amount or quantity approximately m noun 
l'estimot/ 1. a calculation of the probable 
cost or size or time of something o These 
figures are only an estimate. o at a 
conservative estimate giving a calculation 
which probably underestimates the final 
figure o Their turnover has risen by at least 
20% in the last year, and that is a conserv- 
ative estimate. 2. a calculation of how 
much something is likely to cost in the 
future, given to a client so as to get him or 
her to make an order o to ask a typesetter 
for an estimate for typesetting 100,000 
words of text o Before we can give the 
order we must have an estimate of the total 
costs involved. 

estimated /'estimertid/ adjective calcu- 
lated approximately o Estimated sales in 
the first year should cover all originating 
costs. 

estimation /esti'merf(o)n/ noun an 
approximate calculation 
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estimator /‘estrmeita/ noun a person 

whose job is to calculate estimates for 

carrying out work 

e-system /'i: ,sistom/ noun an elec- 

tronic communications or information 

system 

e-tailing /'i: ,terlrp/ noun the selling of 

goods and services using an electronic 

network such as the Internet 

etch /etf/ verb to use an acid to remove 

selected layers of metal from a metal 

printing plate leaving the printing surface 

untouched 

etching /'etfim/ noun an illustration 

printed from a plate which has been etched 
COMMENT: Etching consists of drawing the 
design on metal with etching ink, then 
exposing the metal to acid (the etching 
solution). 

Ethernet /i:0onet/ noun a standard 

defining the protocol and signalling 

method of a local area network 

et seq. abbreviation and following (NOTE: 

From the Latin phrase ‘et sequens’.) 

EU abbreviation European Union 

Euro /'joorou/ noun the official currency 

of 12 countries in the European Union 


Europallet /joorou,pelit/ noun a 
standardised pallet measuring 120 x 
100cm, used in Europe 

European § /,juora'pizon/ adjective 


relating to Europe 

COMMENT: The term 'Europe' has several 
meanings; geographically it refers to 
countries from Russia to the Atlantic. In 
publishing terms, it is often used to refer to 
countries from Germany and Austria to the 
Atlantic, and may not include the countries 
of Eastern Europe which have separate 
rights and copyright laws. Finally, in 
discussions between British and American 
publishers, the term 'Europe' is used to 
mean countries in Western Europe, but 
excluding the United Kingdom (and 
sometimes Ireland). This is particularly 
relevant where an American publisher 
licenses a British publisher to publish a 
book in British English, but retains the right 
to sell the original American version in 
Europe outside the UK: in this case, such a 
book may well legally be sold in the UK, in 
spite of the British publisher's exclusivity, 
because EU regulations encourage the free 
trade in goods within the Community. 


European article number 
/jueropiren 'artik(9)] ,nambo/ noun a 
form of barcode used in Europe. Abbr EAN 
European rights /,juoro'pi:xon ,rarts/ 
plural noun the right to publish and sell a 
book in Europe 


European Union X /jooropi:on 
' jurnion/ noun the political and economic 
community of European countries. Abbr 
EU 

evaluate /1'vzljuert/ verb to assess how 
good something is by looking at the way it 
works 

evaluation /1,velju'erf(a)n/ noun a 
calculation of value 

even number /i:v(o)n 'nambo/ noun a 
number that can be divided by two to give 
a whole number 

even pages /i:v(o)n 'peidsiz/ plural 
noun pages with even numbers 

even small caps /i:v(on smo:l 
'kaeps/, even smalls plural noun small 
caps used for a whole word, without a full 
capital being used for the first letter. Also 
called level small caps 

even working /i:v(o)n 'warkin/ noun 
the number of printed pages printed in even 
sections without oddments; usually a 
number which can be divided by 16 or 32, 
but sometimes calculated in multiples of 
24 or 48. 320 pages is an even working; 
328 is an uneven working. 

ex- /eks/ preposition out of or from 
exceed /ik'si:d/ verb to be greater than a 
limit o He exceeded the speed limit. 
except /1k'sept/ preposition, conjunction 
not including o VAT is levied on all goods 
and services except books, newspapers and 
children's clothes. o Sales are rising in all 
markets except the Far East. 


excepted  /ik'septid/ adverb not 
including 
exception /rk'sepfon/ noun things 


which are different and not included 
exceptional /ik'sepfon(o)/ adjective 
not usual or different 

exceptional items  /ik,sepfon(o)l 
'attemz/ plural noun items in a balance 
sheet which do not appear there each year 
exception dictionary /rk'sepf(o)n 
,dikfon(o)ri/ noun a store of words which 
do not follow normal rules for hyphenation 
and have special word break requirements, 
used for word processing and photocom- 
position 

exception report /ik'sepfon r1,po:t/ 
noun a report which only gives items that 
do not fit in the general rule or pattern 
excerpt /'eksas:pt/ noun a section or 
passage taken from a longer work such as 
a book, film, musical composition or docu- 
ment 
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exchange rate /iks't [einds reit/ noun 
the rate at which one currency is 
exchanged for another. Also called rate of 
exchange 


excise /1k'saiz/ verb to cut something out 
o Please excise all references to the agree- 
ment from the minutes. 


excise duty /'eksarz ,dju:ti/ noun a tax 
on particular goods produced in a country, 
e.g. alcohol 

exclamation mark /,eksklo'merf(o)n 
ma:k/ noun a punctuation mark (!) used to 
express surprise 


exclude /ik'sklu:d/ verb to leave some- 
thing or somebody out deliberately 


excluding /1k'sklu:di/ preposition not 
including o All salesmen, excluding those 
living in London, can claim expenses for 
attending the sales conference. 


exclusion /tk'sklu:3(9)n/ noun the act 
of not including something or somebody 


exclusion clause /1k'sklu:3(9)n klo:z/ 
noun a clause in an insurance policy or 
warranty which says what items are not 
covered by the policy 


exclusive /tk'sklu:stv/ adjective a 
exclusive of not including o All payments 
are exclusive of tax. o The invoice is exclu- 
sive of VAT. n exclusive right to market a 
product the right to be the only company 
to market the product in a particular area 
exclusive agent /ik,sklu:siv 'erd3ənt/ 
noun an agent who is the only agent for the 
publisher's products in a particular terri- 
tory 

exclusive agreement /rk,sklu:siv o 
'grizmont/ noun an agreement where a 
company is appointed sole agent for a 
product in a market 

exclusivity /,eksklu:'stviti/ noun the 
exclusive right to market a product in a 
particular area o The contract gives the 
British publisher exclusivity in the UK and 
Commonwealth. 

.exe /'eksi/ suffix a file extension for a 
program file. Full form executable 
execute /'eksikju:t/ verb to carry out a 
plan or process 

execution /,eksr'kju:f(o)n/ noun the 
carrying out of an order 

executive /ig'zekjotiv/ noun somebody 
who is employed by a company or organi- 
sation at a senior level m adjective putting 
decisions into action 


executive director /1g,zekjutiv dai 
'rekto/ noun a director who actually works 
full-time in the company 

executive — powers  /ig,zekjutiv 
'pauoez/ plural noun the right to put deci- 
sions into action o He was made managing 
director with full executive powers over the 
European operation. 

exemplar /1g'zempla:/ noun a copy of a 
book or text, especially one from which 
further copies have originated 

exempt /ig'zempt/ adjective to be 
allowed not to have to perform a duty, 
service or payment n exempt from tax, 
tax-exempt not required to pay tax o Asa 
non-profit-making organisation we are 
exempt from tax. a exempt from VAT 
relating to goods or services to which VAT 
should not be applied. » VAT m verb to free 
something from having tax paid on it or 
from having to pay tax o The government 
exempted trusts from tax. o Food is 
exempted from sales tax. 

exemption /1g'zempf(9)n/ noun the act 
of making something exempt from a 
contract or from a tax 

exemption from tax /ig'zempJ(o)n 
from teks/ noun same as tax exemption 
exercise /'eksosa1z/ noun a short piece 
of work designed to help you learn some- 
thing m verb to use something 

exhibit /1g'zibit/ noun an item displayed 
in a museum, art gallery or court of law m 
verb to put something in a public place for 
people to look at 

exhibition /,eksr'brf(o)n/ noun a collec- 
tion of objects displayed in a public place 
exhibition room  J/eksi'brf(o)n 
steend/, exhibition hall /eksr'brf(o)n 
ho:l/ noun a place where goods are shown 
so that buyers can look at them and decide 
what to buy 

exhibition stand  /eksr'brf(o)n 
staend/ noun a separate section of an exhi- 
bition where a company exhibits its prod- 
ucts or services 

exhibitor /ig'zibito/ noun a person or 
company whose work is being displayed 
ex libris /,eks 'Iibrizs/ phrase used on 
book plates followed by a name to show 
who the owner is (NOTE: From a Latin 
phrase meaning ‘from the books of'.) 
exotic typefaces hg'zptik 
,taipfeisiz/ plural noun non-Latin type- 
faces such as Russian, Arabic, Hebrew or 
Chinese 
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expanded polystyrene /,1k,spendid 
,ppli'starri:n/ noun light solid moulded 
plastic used for packing o The books were 
delivered packed in expanded polystyrene 
chips. 

expanded type /k,spandid 'tarp/ 
noun computer-generated type which has 
been made wider than usual 


expenditure /ik'spenditfo/ noun the 
total amount of money spent on something 


expense /ik'spens/ noun money spent 
while doing something connected with 
one's work 


expense account /ik'spens 9,kaunt/ 
noun an arrangement with a company by 
which they pay for necessary work 
expenses 


expenses /ik'spensiz/ plural noun 
money paid to cover payments made by an 
individual while on company business 


expensive  /rk'spensrv/ adjective 
costing a lot of money o PVC binding is 
much more expensive than paper. 


expert /'eksp3:t/ noun somebody with a 
great deal of knowledge, skill or experi- 
ence in a particular subject or activity m 
adjective having a great deal of knowledge, 
skill or experience in a particular subject or 
activity 

expert characters l'ekspa:t 
,kaeriktoz/ plural noun special and rarely- 
used characters such as small caps and 
accent marks, which are usually found in a 
separate font on a PC 


expiration /,ekspo'rerf(o)n/ noun the 
fact of something coming to an end o expi- 
ration of a licence 

expire /1ik'sparo/ verb to reach the end of 
the period of time for which something is 
valid 


expiry date /rk'sparori dert/ noun the 
date on which something such as a docu- 
ment, membership or piece of software 
ceases to be valid 


explode /tk'sploud/ verb to make a 
picture of an object such as a car engine 
showing the parts inside, each part being 
shown separately but in the correct rela- 
tionship to the rest 


exploit /1k'sploit/ verb to use something 
to make a profit o The company is 
exploiting its contacts in the Ministry of 
Trade. o We hope to exploit the full 
marketing potential of the children's book 
range. 


export noun /'ekspo:t/ the action of 
sending goods to a foreign country to be 
sold o the export trade or the export market 
m verb /1ik'spo:t/ to convert data from a 
computer program into a form suitable for 
a different program or environment 
exportation /,ekspo:'ter/(o)n/ noun the 
act of sending goods to foreign countries 
for sale 


Export Credit Guarantee Depart- 
ment /,ekspo:t ,kredit ,garon'ti: di 
pa:tmont/ noun a British government 
department which insures exports sold on 
credit. Abbr ECGD 

export department /ekspot di 
,pa:tmont/ noun the section of a company 
which deals in sales to foreign countries 
export duty /ekspo:t ,dju:ti/ noun a 
tax paid on goods sent out of a country for 
sale 

export edition /‘ekspo:t r,drf(o)n/ 
noun a special edition printed for the 
export market 

export house /'ekspo:t haus/ noun a 
company which specialises in the export of 
goods made by other manufacturers 
export licence /'ekspo:t |lars(o)ns/ 
noun a government permit allowing some- 
thing to be exported o The government has 
refused an export licence for computer 
parts. 

export manager /'ekspo:t ,manido/ 
noun a person in charge of an export 
department in a company 

export permit /'ekspo:t ,pa:mit/ noun 
an official document which allows goods 
to be exported 

export price /ekspo:t prats/ noun a 
special price put on a book for the export 
market, which does not bear any relation to 
the catalogue price in the publisher's home 
market 

exports /'ekspo:ts/ plural noun goods 
sent to a foreign country to be sold o 
Exports to Africa have increased by 25%. 
export sales /ekspo:t seiz/ plural 
noun sales outside the country where a 
company is based 

export terms /'ekspo:t t3:mz/ plural 
noun special terms offered to booksellers 
who are buying for export, or to book- 
sellers in other countries, usually a longer 
credit period, and also a higher discount 
export trade /'ekspo:t trerd/ noun the 
business of selling to other countries 
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expose /ik'spouZ/ verb to allow light to 
fall on a photographic film for a particular 
amount of time o I accidentally exposed 
the film as I was taking it out of the camera. 
exposure /1k'spau30/ noun 1. the act of 
allowing light-sensitive film to be exposed 
to light o You need a very short exposure in 
bright light. 2. the amount of time a photo- 
graphic film is exposed to light 
exposure meter /ik'spoouso ,mi:to/ 
noun an instrument which calculates how 
much time a film should be exposed 
express /1k'spres/ verb to state what you 
think or feel m adjective 1. rapid or very 
fast o express letter o express delivery 2. 
clearly shown in words o The contract has 
an express condition forbidding sale in 
Africa. 

expressed folio /ik,sprest 'fouliou/ 
noun a page number which is printed, as 
opposed to a blind folio 

expressly /ik'spresli/ adverb clearly in 
words o The contract expressly forbids 
alterations to the text without the approval 
of the author. 

expurgated edition /ekspogertid 1 
,drf(o)n/ noun an edition of a book that has 
had parts removed which are judged to be 
offensive 

expurgation /eksps3:'gerf(o)n/ noun 
the cutting of offensive material from a text 
extended credit /ik,stendid 'kredit/ 
noun credit on very long repayment terms 
extended delivery /1k,stendid di 
'Irv(o)ri/ noun the act of lengthening the 
time taken for a printing machine to deliver 
the printed sheet, so that ink will have time 
to dry before the next sheet is delivered 
extended graphics array /1k,stendid 
'graefiks 9,re1/ noun full form of XGA 
extender /ik'stendo/ noun 1. an 
ascender or descender 2. a substance added 
to ink to make it less opaque 


extensive /ik'stensiv/ adjective very 
large or covering a wide area o an exten- 
sive network of sales outlets 
extent /ik'stent/ noun the number of 
pages in a book o You need to put the extent 
and trimmed page size into the catalogue. 
o If you don't know the extent of the book 
yet, how can you order the paper for it? 
external trade /ik,sts:n(o)] 'trerd/ 
noun same as foreign trade 
extra /'ekstro/ adjective, adverb addi- 
tional or more than usual o There is no 
extra charge for corrections. o They charge 
10% extra for postage. o He had £25 extra 
pay for working on Sunday. o Service is 
extra. 
extra bound book /,ekstra baund 
'buk/ noun a book that is specially bound 
and finished by hand 
extract noun /'ekstraekt/ a small part of 
a piece of writing or music which is printed 
or played separately m verb /1k'straekt/ to 
take something out with difficulty 
COMMENT: Long extracts quoted in a text 
are often set indented, and in a smaller size 
than the text matter. 
extranet /'ekstronet/ noun an extension 
of the intranet of a company or organisa- 
tion, giving authorised outsiders controlled 
access to the intranet 
Extraordinary General Meeting /1k 
,Stro:d(o)n(o)ri ,d3en(o)rol 'mi:tin/ noun 
a special meeting of shareholders to 
discuss an important matter. Abbr EGM 
extras /'ekstroz/ plural noun items that 
are not included in a price o Packing and 
postage are extras. 
eyeballs /'aibo:lz/ plural noun a measure 
of the number of visits made to a website 
(informal) 
e-zine /'i: zi:in/ noun a website with 
contents and layout modelled on a print 
magazine 


face /feis/ noun 1. the part of a metal 
character which prints o The face stands 
above the beard. 2. the typeface or distinc- 
tively designed style of a character o Times 
and Helvetica are the two faces used for 
the text of this book. 3. the front cover of a 
book a to display a book face out to put a 
book on a bookshop shelf with the front 
cover outwards. Compare to display a 
book spine out 4. the side of a film or 
printed page m verb to be opposite another 
page 

facilities /fo'silitiz/ plural noun equip- 
ment or buildings which make it easy to do 
something o We have storage facilities for 
60,000 books. o Transport facilities are 
provided by the Fair organisers. o There 
are no facilities for unloading. 

facing editorial /,fetsty ,edr'to:riol/ 
noun advertising space opposite editorial 
matter, charged at a higher rate than normal 
advertising space 

facing pages /,fetsn 'peidaiz/ plural 
noun the two pages that are visible when a 
book is open 

facsimile /fak'simili/ noun an exact 
copy of an original 

facsimile character generator /fek 
umi 'kaerikto ,dzenoreito/ noun a 
means of displaying characters on a 
computer screen by copying prepro- 
grammed images from memory 
facsimile copy /fak, simili 'knpi/ noun 
an exact copy of a document 

facsimile edition /fæk'sımıli 1 
,dif(o)n/ noun a book or print that is 
reprinted in exactly the same style as an 
earlier edition, often being a photographic 
reproduction of the original 

fact-finding /fzkt ‚faındıy/ adjective 
intended to find out information about 
something m noun activity that is intended 
to find out information about something 


factor /'fakto/ noun one aspect which 
affects an event, situation or decision m 
verb to buy debts from a company at a 
discount 

factors of production /fzktoz ov 
pro'dAk fon/ plural noun the things needed 
to produce a product, which are land, 
labour and capital 

factory /'fakt(o)ri/ noun a building 
where products are manufactured o 
binding factory o paper factory 

factory hand /‘fekt(o)ri hænd/ noun a 
person who works in a factory 

factory inspector /fzekt(o)r ın 
,Spekto/ noun same as inspector of facto- 
ries 

factory price /'fækt(ə)ri prats/ noun a 
price for a product not including transport 
from the maker’s factory. Also called price 
ex factory 

factotum initial /fæk'təutəm r,nrf(o)l/ 
noun a decorative square block, into which 
the initial letter of a paragraph is dropped 
fade /feid/ verb to lose colour o The cover 
material has faded. o For a guidebook you 
need a cloth binding which will not fade. 
fade-out /'feid aot/ noun a defect in 
printing, where the image becomes faint 
fade-out blue / ferd aut 'blu:/ noun a 
blue used to mark CRC, which does not 
show up on film 

fade-out halftone — /feid aut 
'ha:ftəun/ noun US a halftone image 
which fades into the background at the 
edges (NOTE: The UK term is vignette.) 
fair comment /feo 'kpment/ noun a 
criticism which is acceptable, and is not 
likely to be libellous 

fair copy /feo 'kppi/ noun the final 
version of work which has no mistakes 
fair deal /,fea 'di:l/ noun an arrangement 
where both parties are treated equally 


fair dealing 
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fair dealing /,feo 'di:li/ noun permis- 
sion granted in the Copyright Acts, which 
allows photocopies of copyright works to 
be made for personal use and for private 
study, but not large numbers of copies for 
sale, or made by a teacher for the use of a 
class of students 

fair price /,feo 'prats/ noun a good price 
for both buyer and seller 

fair trade /,feo 'trerd/ noun an interna- 
tional business system where countries 
agree not to charge import duties on partic- 
ular items imported from their trading part- 
ners 

fair use /,feo 'ju:s/ noun use which can 
legally be made of a quotation from a 
copyright text without the permission of 
the copyright holder 

fake /fetk/ noun 1. something or some- 
body who is not what they pretend to be 2. 
a false, and usually worthless, copy m verb 
to make an imitation for criminal purposes 
o a faked import licence 

fake process /fetk 'prouses/ noun 
colour separation done by the designer 
who makes individual overlays by hand for 
each of the colours 

faking /'ferkin/ noun the act of putting in 
extra leading to make a page or column 
longer 

fall /£5:l/ noun a drop or decrease in value 
oa fall in the exchange rate o a sudden fall 
in sales in the home market m verb 1. to 
drop to a lower price or lower figure o 
Borrowing from libraries fell for the first 
time. o His royalties have fallen from 
$10,000 a year to $200. o The pound fell 
against other European currencies. 2. to 
happen or take place o The public holiday 
falls on a Tuesday. n payments which fall 
due payments which are now due to be 
made 

fall away /,fo:1 o'wev, fall off /,£5:1 'of/ 
verb to become lower or less o Sales have 
fallen away since we increased our prices. 
fall out /,fo:1 'aut/ verb o the bottom has 
fallen out of the market sales have fallen 
below what previously seemed to be their 
lowest point 

fall through /,f5:1 'Oru:/ verb to fail to 
happen or take place o The sale fell 
through at the last moment. 

false /fo:ls/ adjective not correct or based 
on wrong information 

false bands /,fo:ls 'baendz/ plural noun 
a strip of decorated leather or string glued 


to the top of the spine of the book block 
before the cover is put on 

falsification /fo:srfr'kerf(o)n/ noun 
the making of false entries in accounts 
falsify /'fo:lsifav/ verb to change infor- 
mation so that it is no longer true or accu- 
rate 

family /fzm(o)li/ noun 1. a group of all 
the characters belonging to the same type- 
face, including all the different fonts 2. a 
group of related things such as plants, 
animals or languages, used as the basis of 
classification 

fancy type /'fznsi tarp/ noun strange or 
decorative typefaces, which are used for 
display or posters, but not usually for text 
f. & c. abbreviation folded and collated 

f. & g. abbreviation folded and gathered 
fanfold /‘feenfauld/ noun same as accor- 
dion fold 

FAQ /fek, ,ef er 'kjuy abbreviation 
frequently asked questions 

farm out /,fa:m 'aut/ verb o to farm out 
work to hand over work to another person 
or company to do for you o She farms out 
the editorial work to various freelancers. 
fascicle /'fzskrik(2)l/, fascicule noun an 
unbound section of a book published in 
instalments as a volume or pamphlet 
(NOTE: The word fascicle is used of learned 
books, such as dictionaries or critical 
editions, etc. Popular books published in 
the same way are known as partworks.) 
fashion boards /'fef(9)n bo:dz/ plural 
noun boards with cartridge paper on one 
side and thin paper on the other, used for 
making artwork for blocks 

fashion plate /'fzj(o)n plert/ noun a 
colour plate of a model wearing fashion- 
able clothing 

fastness /fa:stnos/ noun ability of a 
colour not to fade 

fast-selling item /,fa:st ‚sel 'attom/ 
plural noun an item that sells quickly 

fat /fæt/ adjective round or large 

fat face /'fzet fers/, fat type noun a type- 
face with very thin serifs and very wide 
strokes, used in the 19th century for posters 
and other display work 

fat matter /fzt ,mato/ noun copy 
which is easy to set, e.g. copy with lots of 
white spaces (NOTE: The opposite is lean 
matter.) 

fault /fo:lt/ noun a weakness or imperfec- 
tion in something 
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fault tolerance /'fo:lt ,tplorons/ noun 
the ability of a computer or network to 
preserve the integrity of data during a 
malfunction 

faulty /fo:lti/ adjective not working 
properly 

fax /faeks/ noun an exact copy of a docu- 
ment sent electronically to a distant 
receiver using the telephone network m 
verb to send an exact copy of a document 
using the telephone network 

fax gateway /'feks ,gertwer/ noun a 
computer or piece of software that allows 
users to send e-mail or other information as 
a fax transmission to a remote fax machine 
feasibility /fi:zo'biliti/ noun ability to 
be done o to report on the feasibility of a 
project 

feasibility report /fi:zo'brliti rr, po:t/ 
noun a report saying whether something 
can be done 

feathering /'feóoriy/ nount. blurred ink 
caused by a fault in the paper, usually lack 
of sizing 2. the act of putting extra leading 
in phototypesetting, so as to make the type 
area of a page longer 

featherweight /'feóoweit/ noun a very 
light weight 

featherweight antique /,feóoweirt en 
'titk/ noun light, very thick paper, 
formerly used for children's books (NOTE: 
The US term is high-bulk antique.) 
feature /'fi:t [o/ noun 1. a special charac- 
teristic of something 2. a special article in 
a newspaper, magazine or broadcast 
programme m verb to promote something 
specially in a newspaper article 

features editor /'fi:tfoz ,edito/ noun 
an editor at a newspaper or magazine who 
is in charge of features 

-fed /fed/ suffix meaning ‘using a partic- 
ular type of paper 

fee /fi:/ noun money paid for a service 
feed /fi:d/ noun a device that puts paper 
into a printer or into a photocopier o The 
paper feed has jammed. m verb 1. to put 
paper into a machine o The paper is fed in 
at one end of the printing line. » -fed 2. to 
put information into a computer 
feedback /'fiidbæk/ noun comments 
from users or customers about what has 
been proposed or done 

feed edge /'fi:d ed3/ noun the edge of a 
sheet of paper which is held by the grippers 
and goes into the press first 


feeder /'fi:do/ noun a device which feeds 
sheets of paper into a printing machine 
feed holes /'fi:id hooulz/ plural noun 
holes at the beginning of a paper tape 
which lead the tape into the reader 
feed roller /fi:d ,roulo/ noun a roller 
which takes the web of paper into the 
printing machine 
feint /feint/, feint rules noun very light 
lines running across writing paper and the 
paper in account books 
felt /felt/ noun a revolving loop of soft 
material which carries the paper through 
the papermaking processes m verb to 
become interwoven like felt 
COMMENT: Felt mats are used in making 
paper by hand: each damp sheet is placed 
on a mat, then another mat is placed on top 
of it, and another sheet of paper, making a 
pile of sheets and mats which is pressed to 
extract water. 
felt finish /‘felt ‚fınıf/ noun a smooth 
finish on the top side of paper 
felt side /'felt satd/ noun the smooth top 
side of paper, as opposed to the wire side 
which may show the marks of the wire 
mesh 
fenchel tester /'fentf(o)l ,testo/ noun 
a device for comparing the stability of two 
papers, when both are wet 
festoon dryer /fe'stu:n ,draro/ noun a 
method of drying paper by hanging it in 
loops over hot pipes 
festschrift /'fest [rift/ noun a volume of 
writings by various people collected in 
honour of somebody such as a writer or 
scholar 
fibre /'farbo/ noun a solid thread-like part 
of wood or rag, which is retained in the 
pulp and in the finished paper 
COMMENT: The fibres in wood or cotton rag 
are cellulose, and this is what gives paper 
its strength. Paper fibres lie in the direction 
of the movement of the web through the 
papermaking machine: this is known as the 
grain. 
fibre optics /,farbə 'pptrks/ plural noun 
thin strands of glass that transmit light and 
images, sometimes used in phototypeset- 
ters 
fiction /'fik[on/ noun stories about imag- 
inary people and events 
fictitious /fik'trfos/ adjective false or 
which do not exist o The author claims all 
the characters in her novel are fictitious. 
field /fi:ld/ noun a section containing 
individual data in a record, e.g. a person's 
name or address 


field sales manager 
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field sales manager /fi:ld 'seilz 
maenidzo/ noun the manager in charge of 
a group of salespeople 


fieldwork /'fi:dws:k/ noun 1. the gath- 
ering of information about a subject by 
carrying out a direct investigation rather 
than reading or talking about it 2. an exam- 
ination of the situation among possible 
customers o He had to do a lot of fieldwork 
to find the right market for the product. 


figure /figo/ noun a printed and 
numbered line illustration, map or chart in 
a document o See figure 10 for an illustra- 
tion of the inside of the brain. 

figure number /'figa ,nambo/ noun a 
number which refers to a text illustration o 
The figure numbers are printed in bold. 


figures /'figaz/ plural noun written 
numbers, especially Arabic numbers 


file /fatl/ noun 1. a cardboard holder for 
papers which can fit in the drawer of a 
filing cabinet 2. a collection of information 
about a particular person or thing o to 
place something on file to keep a record of 
something 3. (in computing) a set of stored, 
related data with its own name m verb 1. to 
send in copy for a newspaper article o He 
filed a report yesterday on the revolution. 
2. to make an official request 3. to register 
something officially o to file an applica- 
tion for a patent o to file a return to the tax 
office 

file copy /'fail ,kopi/ noun a copy of a 
document which is kept for reference in an 
office, or a copy of a published book kept 
in the library of the publisher 

file extension /fail 1k,stenfan/ noun a 
set of characters following the dot after the 
name of a computer file, identifying the 
file type 

file header /'farl ,hedo/ noun informa- 
tion about a file stored at the beginning of 
the file 

file length /'fail lep0/ noun the number 
of characters or bytes in a stored file 

file manager /'fail ,manid3o/ noun a 
computer program that arranges and 
manipulates files and directories 
filename /'farnerm/ noun a set of char- 
acters, sometimes restricted in number, 
serving as an identifying title for a 
computer file and often including a file 
extension 

file transfer protocol /'farl ,transfa: 
preutokpl/ noun a TCP/IP standard for 


transferring files between computers. Abbr 
FTP 


filing /'faili/ noun the process of putting 
things in order according to a set system 


fill /f1l/ verb 1. to make something full o 
We have filled our order book with orders 
for Africa. o The production department 
has filled the warehouse with unsellable 
products. 2. o to fill a gap to provide a 
product or service which is needed, but 
which no one has provided before o The 
new range of small handbooks fills a gap in 
the market. 


filler /‘f1la/ noun 1. something which fills 
a space, e.g. a small news item or a free 
advertisement in a newspaper 2. a 
substance added to paper pulp to improve 
the opacity. » loading 

fillet /'filit/ noun a thin decorative line 
impressed onto the cover of a book, or the 
tool used to make it 


fill-in /'fıl m/ noun thin card used for 
filling in 

filling in /f1lm '1n/ noun 1. a printing 
fault where the ink runs and fills up the 
counters of round letters such as ‘g’ or ‘b’, 
or where it fills in the spaces between half- 
tone dots 2. the process of sticking a thin 
layer of card onto boards after the leather 
has been put on in quarter or half binding, 
to make the surface level 


film /film/ noun 1. a strip of light-sensitive 
material used in a camera to take photo- 
graphs 2. a story or event recorded on film 
to be shown in the cinema or on television 
3. a very thin layer of powder or grease m 
verb to expose a photographic film to light 
by means of a camera, and so produce 
images; to photograph bromides to make a 
film for printing o The camera-ready copy 
has gone away for filming. 


film advance /'frim 2od,va:ns/, film 
feed noun movement forward of a roll of 
film in a phototypesetter as it leaves spaces 
between lines of setting and between pages 
film assembly /film o,sembli/, film 
make-up noun the process of putting 
pieces of film in the correct places for 
making plates 

film laminate /fim ,lemmot/ noun 
very thin plastic film attached to the cover 
or jacket of a book for protection 

film mechanical /,frlm mr'kanrk(9)l/ 
noun camera-ready copy in the form of 
film 
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film processing laboratory /‘film 
,preusesir lo,bprot(o)ri/ noun a labora- 
tory where exposed film is developed and 
fixed as negative 

film processor /'film ,prouseso/ noun 
a machine which processes film automati- 
cally 

film rights /‘film raits/ plural noun the 
right to make a film based on a published 
book o The publisher keeps the film and TV 
rights. o Film rights were sold for $1 
million. Also called motion picture rights 
film script /'frlm skript/ noun the text of 
a film, with the dialogue for the actors and 
the instructions for the director 

filmset /'filmset/ verb to set text using a 
phototypesetter 

filmsetting /'film,setip/ noun photo- 
composition or phototypesetting 

film studio /'frlm ,stju:diou/ noun a 
place where films are shot or where a 
photographer takes photographs. Also 
called photographer's studio 
film-wrapping /frlm ,raprp/ noun the 
wrapping of a book in a thin plastic sheet 
filter /‘filta/ noun a sheet of coloured 
glass or plastic, which stops certain 
frequencies of light and is used to make 
colour separations 

final corrections  /farmn(o) kə 
'rekf(o)nz/ noun the last set of revisions 
made to a piece of typeset text by the editor 
before it is signed off 

final demand /faim(o)) dr'ma:nd/ 
noun the last reminder from a supplier, 
after which he or she will sue for payment 
final discharge /fain(»)l dis't fa:d5/ 
noun the last payment of what is left of a 
debt 

final draft /fam(o)l 'dra:ft/ noun a 
corrected and edited copy sent for setting 
final film /,fam(o)l 'film/ noun film 
ready for plate-making 

finalise /'farnolarz/, finalize verb to 
agree final details o We hope to finalise the 
agreement tomorrow. o After six weeks of 
negotiations the loan was finalised 
yesterday. 

final product /,fain(o)l 'prpdAkt/ noun 
a manufactured product, made at the end of 
a production process 

final proof /,fam(o)l 'pru:f/ noun US 
the last proof before passing for press 
finance /'famzns/ noun money needed 
to pay for a project m verb to provide the 
money for a project 


finance department /'famzns di 
,pa:tmont/ noun the people in an organi- 
sation who manage the accounts 
finances /'faimænsız/ plural noun 
money or cash which is available o The 
bad state of the company's finances. 
financial /far'nznfol/ adjective relating 
to or involving money n the financial 
press business newspapers and magazines 
financial adviser /fart,nenfal od 
'vaIzo/ noun a person or company which 
gives advice on financial problems for a 
fee 

financial assistance /farnznfol o 
'sistons/ noun help in the form of money 
financial correspondent /far,nzn ol 
,koris'ppondont/ noun a journalist who 
writes articles on money matters for a 
newspaper 

financial resources /farnzenfol ri 
'Zo181Z/ plural noun money that is available 
for investment 

financial year /fa1,nznfol 'j19/ noun a 
period of twelve months which can start at 
any point within the calendar year, used for 
managing the budgets of an organisation 
and assessing profit and loss o The univer- 
sity's financial year runs from 31st July to 
Ist August in the next year. 

financing /'‘famznsin/ noun the act of 
providing money o The financing of the 
project was done by two international 
banks. 

find /faind/ verb 1. to get something 
which was not there before o to find 
backing for a project 2. to make a legal 
decision in court o The tribunal found that 
both parties were at fault. 

fine /fatn/ noun an amount of money that 
has to be paid as a penalty m adjective 1. 
referring to paper with a smooth surface 2. 
referring to a screen with narrow spaces 
between the lines » compare coarse m 
adverb very thin or very small o We are 
cutting our margins very fine. 

fine etching /,fam 'etfr/ noun the 
etching of dots on a halftone plate to make 
them sharper 

fine grain /'fain grer/ noun very small 
grain on a photograph allowing delicate 
lines and sharp edges 

fine paper /fain 'perpo/ noun good- 
quality paper used for printing halftones or 
for writing 

fine rule /'fain ru:l/ noun a very thin 
printed line 


fines 
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fines /fainz/ plural noun defects in paper, 
where the fibres have become stuck 
together in lumps 

fine screen /, farn 'skri:n/ noun a screen 
with very small dots, making good-quality 
halftones 

finial /'famrol/ noun a decorative curved 
end to part of a letter which ends in a hook 
such as a ‘c’ 

finish /'fin1f/ noun the final appearance 
of something, especially the surface given 
to paper by rolling, coating or embossing o 
paper with a smooth finish o The cover has 
an attractive finish. m verb 1. to do or make 
something completely o The order was 
finished in time. o She finished the test 
before all the other candidates. 2. to carry 
out the last part of the book production 
process o The book is finished in a dark red 
binding. 

finished /'fınıft/ adjective having been 
completed 

finished document / finift 
'dokjumənt/ noun a document which is 
typed, and is ready to be printed 
finished goods /,fin1ft 'gudz/ plural 
noun manufactured goods which are ready 
to be sold 

finished rough /finift ‘raf/ noun 
artwork which is prepared for a presenta- 
tion to show what the finished product will 
look like 

finishing /'fınıfıy/ noun 1. the process 
of folding, gathering, stitching and binding 
the pages of a book after they have been 
printed 2. the final part of the handbinding 
process, including lettering and tooling the 
covers 

finishing machine /'fınıfıy mo, fi:n/ 
noun a machine which does any part of the 
book finishing process, e.g. stitching, 
binding 

firewall /farowo:l noun a piece of 
computer software intended to prevent 
unauthorised access to system software or 
data 

firm /f3:m/ noun a business, company or 
partnership o a manufacturing firm o an 
important publishing firm o He is a partner 
in a law firm. m adjective 1. not possible to 
change o to make a firm offer for some- 
thing 2. referring to goods such as books 
which cannot be returned if unsold 3. not 
dropping in price, and possibly going to 
rise o Paper prices are firmer than last 
year. m verb to remain at a price and seem 


likely to go up o Paper has firmed at $25 a 
tonne. 

firm order /,f3:m '»:do/ noun an order 
for something such as paper or books 
which is at an agreed price and on agreed 
payment terms 

firm price /,f3:m 'prars/ noun a price 
which will not change 

firm up /,fsim 'Ap/ verb to agree the final 
details of something o We expect to firm up 
the deal at the London Book Fair. 

first /f3:st/ noun a person or thing which 
is there at the beginning or earlier than 
others o Our company was one of the first 
to sell into the European market. a first in 
the field the first company to bring out a 
product or to start a service 

First Amendment  /ísst ə 
'men(d)mont/ noun the amendment to the 
US Constitution which guarantees 
freedom of speech, of the press, of religion, 
etc. 

first-class /f3:st 'kla:s/ adjective 1. of 
the highest or best quality 2. of the best 
level of service, e.g. in mail or travel 

first colour /,fs:st 'kAlo/ noun the first 
of the colours to be printed in four-colour 
printing 

first edition /f3:st r'drf(o)n/ noun one 
of the first number of copies printed from 
the same type at the same time 

first half-year / f3:st ha:f 'j15/ noun the 
first six months of a company's accounting 
year 

first impression /,fs:st rm'pref(o)n/ 
noun the first printing of a book 

first option /,fs:st 'opfon/ noun an 
option giving the buyer first refusal on the 
rights for a book 

first proofs /,fa:st 'pru:fs/ plural noun 
the first proofs of a book from the printer, 
usually galley proofs o The book is in first 
proof stage. o The first proofs have just 
come in from the printer. 

first quarter /f3:st 'kwo:to/ noun a 
period of three months from January to the 
end of March 

first revise /,f3:st ri'vaiz/ noun a proof 
with corrections made to the first proofs 
first serial rights / f3:st 'sroriol ,rarts/ 
plural noun the right to publish sections of 
a book in a magazine or newspaper before 
the book itself is published 

fiscal year /fiskol ‘jra/ noun the 
twelve-month period on which taxes are 
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calculated, 6 April to 5 April of the 
following year in the UK 

fist /fist/ noun a printing sign like a black 
hand, used to show a cross-reference 

fit /fit/ noun the space between typeset 
characters; the alignment of text and 
images on the page 

fix /f1ks/ verb 1. to arrange or agree some- 
thing o We have to fix our promotion 
budget for the spring titles. o Can we fix a 
meeting for 3 pm? o The publication date 
has still to be fixed. 2. to arrange something 
permanently 3. to mend something o The 
technicians are coming to fix the telephone 
switchboard. o Can you fix the photo- 
copier? 4. to treat a photograph with chem- 
icals so that the image is kept permanently 
on film 


fixative /'fiksotiv/ noun 1. a chemical 
used to fix photographs 2. a spray varnish 
put on drawings or paintings, so as to 
preserve the colours or prevent damage 
from dirt 

fixed assets / fikst 'zesets/ plural noun 
property or machinery which a company 
owns and uses, but which the company 
does not buy or sell as part of its regular 
trade, including the company's invest- 
ments in shares of other companies 

fixed back /'fikst bak/ noun a cover 
that is glued to the back of the pages of a 
book 

fixed capital /,fikst 'kzprt(9)l/ noun 
capital in the form of buildings and 
machinery 

fixed costs /,ftkst 'kpsts/ plural noun 
business costs which do not rise with the 
quantity of the product made 

fixed expenses /fikst rk'spensiz/ 
plural noun money which is spent regularly 
such as rent, electricity and telephone bills 
fixed position /fikst po'zrf(o)n/ noun a 
position for an advertisement which is 
always in the same place in a newspaper or 
magazine 

fixed rate /fikst 'reit/ noun a charge 
which cannot be changed 

fixed space /fikst 'spers/ noun the 
space between characters or words which 
is always the same and cannot be changed 
when the line is justified 

fixing bath /'fıksıy ba:6/ noun a bath in 
which developed negatives are fixed 

flag /flzeg/ verb to use a computer code to 
mark a record as part of a subset m noun 1. 


a mark which is attached to information in 
a computer so that the information can be 
found easily 2. a tag attached to a sheet of 
paper to mark a special section of text or to 
a web of paper to mark where there is a 
fault or where a joint has been made 3. the 
name of a newspaper or magazine, printed 
in a special style to identify the paper 
easily 

flagship /'flægf1p/, flagship title noun 
the most important or profitable publica- 
tion published by a group 

flap /flaep/ noun either of the two parts of 
a dust jacket that fold inside a book's cover 
and are usually printed with information 
about the book or author 


flash /fla [/ noun the addition of light in 
exposing a halftone, so as to make the dots 
on the picture stronger 


flat /flaet/ adjective 1. not folded or bent 2. 
fixed or not changing 3. dull or with not 
enough contrast o The colours in the plates 
are flat. m noun a series of CRC pages 
stuck down ready for filming; imposed 
negatives positioned in holes on a sheet 
ready for plate-making 


flat back /‘flat baek/ noun the spine of a 
book which is flat and not curved or 
rounded 


flatbed /'flatbed/ noun a printing or 
scanning machine that holds the paper or 
image on a flat surface while printing or 
processing o Scanners are either flatbed 
models or platen type, paper-fed models. 


flatbed cylinder press /flzetbed 
,Silindo ,pres/ noun same as cylinder 
press 


flatbed plotter / flatbed 'plpto/ noun a 
movable pen that draws diagrams under 
the control of a computer on a flat piece of 
paper 

flatbed press /‘flatbed pres/ noun a 
mechanical printing machine where the 
printing plate lies flat on the bed of the 
machine, while the inking rollers and then 
the impression cylinder with the paper are 
rolled over it 


flatbed scanner /fletbed 'skzno/ 
noun a scanner which scans a text or 
drawing that is lying flat o Paper cannot be 
rolled through flatbed scanners. 

flatbed transmitter /‘fletbed trænz 
mito/ noun a device that keeps a docu- 
ment flat while it is being scanned before 
being transmitted by facsimile means 


flat out 
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flat out /,flat 'aut/ adverb working hard 
or at full speed o The factory worked flat 
out to complete the order on time. 

flat plan /‘flat plzen/ noun a plan of the 
sheets of a book or magazine, showing how 
colour sections, editorial matter and adver- 
tising pages are organised 

flat-planning /'flæt ,plaenrp/ noun the 
organising of flat plans 

flat rate / flet 'reit/ noun a fixed charge 
or payment which is the same for everyone 
o a flat-rate increase of 1096 on all 
printing costs o We pay a flat rate for type- 
setting of £10 per page. o The keyboarders 
are paid a flat rate of £2 per thousand. 
flat sheets /'flet fi:ts/ plural noun 
printed sheets of paper which are kept flat, 
and will be folded when it is necessary to 
bind them 

flat sheet stock /'flat fi:t ,stpk/ noun 
a stock of printed sheets, stored flat 
flat-stitching /flat ,stitfrp/ noun a 
method of sewing sections of a book, 
where the thread is passed through the side 
of the section near the fold 

flat straw /'flaet stro:/ noun a type of 
paper used for making cigarette papers 
flat-wrapping /'flat ,raepry/ noun the 
act of wrapping a magazine flat in a plastic 
envelope for sending through the post 
fleuron /'fls:ron/ noun a type of printed 
ornament shaped like a little flower. » 
flowers 

flexiback binding /'fleksıbæk 
,baindiy/ noun binding in which a special 
fabric or paper lining reinforces the spine 
flexibility /fleksr'biliti/ noun the ability 
to adapt to various situations or conditions 
flexible /fleksrb(o)/ adjective 1. not 
hard or brittle, able to bend 2. able to be 
altered or changed 

flexible binding /,flekstb(a)l 'bamndrp/ 
noun binding in which the cover adheres 
closely to the spine, which allows the spine 
to bend inwards so that the book will open 
flat 

flexible sewing /,leksib(o)] 'sourm/ 
noun the act of sewing sections round 
cords or tapes, leaving a hollow in the 
spine to allow the book to open easily 
flexichrome /'fleksikraum/ noun a 
photograph which has been coloured by 
hand 

flexitime /'fleksitarm/ noun a system 
where employees can start or stop work at 
different hours of the morning or evening, 


provided that they work a certain number 
of hours per day or week o The company 
introduced flexitime working two years 
ago. 

flexography  /flek'spgrofi/ flexo- 
graphic printing noun a type of relief 
printing, using flexible rubber or plastic 
plates on a web press, popular in particular 
for printing packaging materials 

flier /flaro/ noun a small advertising 
leaflet designed to encourage customers to 
ask for more information 

flimsy /‘flimzi/ noun very thin paper for 
making copies or layouts 

flip chart /flip tfa:t/ noun a way of 
showing information to a group of people 
by writing on large sheets of paper which 
can then be turned over to show the next 
sheet 


floating accent /flootm 'æksənt/ 
noun an accent which is not fixed above 
any particular character, and can be typed 
above any character after backspacing 
flong /flpp/ noun a papier-máché sheet 
used for making moulds for casting stereo 
plates 


floor /flo:/ noun the lowest level of bids at 
an auction for rights in a book, established 
by the first bidders and rejected by the 
seller, but used as a basis for further bids 
floor display /‘flo: di,splet/ noun a rack 
for displaying books which stands on the 
floor and not on a counter 

floor space /'flo: spers/ noun the area of 
floor in an shop, office or warehouse o We 
have 3,500 square metres of floor space to 
let. 

flop /flop/ noun a failure o The new novel 
was a flop. m verb 1. to fail to be a success 
o The launch of the paperback series 
flopped badly. 2. to turn a film to give a 
mirror image, not the same as reverse 
flopped /flopt/ adjective same as wrong- 
reading 

floppy /'fIppi/, floppy disk /,flopi 'disk/ 
noun a small disk for storing computer 
information o The data is on 3 1/2 inch 
floppies. 

floriation /flpri'erf(o)n/ noun tooled 
decoration on leather binding, in the form 
of little flowers 

flourish /'flarıf/ noun a decorative 
curling line, attached to a normal character 
o The foot of the upper case L ends in a 
flourish. m verb to be prosperous or to do 
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well in business o The company is flour- 
ishing. o Trade with Nigeria flourished. 
flourishing /'flarrfrp/ adjective profit- 
able o He runs a flourishing book 
remainder business. 

flow /flau/ noun movement o the flow of 
paper into the web press o The flow of ink 
over the rollers. m verb to move smoothly o 
Production is now flowing normally after 
the strike. 

flow box /'floo boks/ noun same as 
headbox 

flowchart /flootfa:t/, flow diagram 
/‘flou ,datogrem/ noun a diagram 
showing the sequence of steps in a process 
flowers /flauoz/ plural noun little 
standard ornaments, shaped like leaves or 
flowers, used by designers to create 
designs 

fluff /flaf/ noun fibre dust which collects 
on the surface of paper, or inside line 
printers 

fluffing /‘flafin/ noun the formation of 
loose fibres of fluff on the surface of paper, 
especially found on soft paper 
fluorescent /fluo'res(o)nt/ adjective 
shining with a white glow, such as a 
substance added to paper stock to make 
very white paper 

flush /fl4f/ adjective, adverb cut with the 
edge level with the cover o books with a 
flush edge o The books are cut flush. o The 
covers are trimmed flush with the pages. 
flush and hang /,flaf on 'hzey/ noun 
US a setting where the first line of a para- 
graph is flush with the left margin and the 
rest of the paragraph is indented 

flush cover /'fl4f ,kAvo/, flush binding 
noun a cover which has been trimmed so 
that its edges do not stand out beyond the 
trimmed pages 

flush left /,flaf 'left/ verb US same as 
range left 

flush paragraph /flAf ,parogra:f/ 
noun a paragraph with no indentation or 
where the first line is not indented, with a 
white line added between paragraphs to 
divide them more clearly 

flush right /,flaf 'rart/ verb US same as 
range right 

flying paster /flai ,peisto/ noun a 
device on a rotary printing press, which 
changes the reel of paper automatically 
when it comes to an end. Also called auto- 
matic paster, automatic reel change, 
autopaster 


flyleaf /‘flatli:f/ noun an endpaper in a 
book 

FM screening /,ef 'em ,skri:ni/ noun 
same as stochastic screening 

FOB /'efau'bi:/, f.o.b. abbreviation free 
on board 

focal length /'fəuk(ə)l lep0/ noun the 
distance between the centre of an optical 
lens and the focusing plane, when the lens 
is focused at infinity 

focus /'foukos/ verb to concentrate one's 
attention on something m noun an image or 
beam that is clear and well defined o This 
photograph is out of focus. 

fog /fog/ noun the effect on photographic 
material that has been accidentally 
exposed to light, causing a loss of picture 
contrast 

foil /forl/ noun 1. a very thin metal or 
plastic sheet on a backing, which is peeled 
off and used to block gold or silver letters 
on a book cover 2. clear stable film used as 
a carrying surface for film assembly 3. 
metallic paper used for decorative pack- 
aging 

foil paper /'f5il ,perpo/ noun the paper 
backing to which metal foil is attached 
fold /fould/ verb to bend something, e.g. a 
piece of paper, so that one part covers 
another 

folded and collated /,fauldid on ko 
'lertıd/, folded and gathered adjective 
relating to sheets of a book which have 
been folded and put in order. Abbr f.&c., 
f.&g. 

folded sheets /fouldid 'fi:ts/ plural 
noun sheets of a book which have been 
folded ready for gathering, sewing and 
binding 

folder /'fouldo/ noun1. a cardboard enve- 
lope for carrying papers o Put all the docu- 
ments in a folder for the chairman. 2. a 
machine which folds printed sheets 3. the 
part of a web press where the paper is 
folded 

folding /‘fauldin/ noun the act of folding 
sheets for gathering either in parallel folds, 
where each fold is parallel to the next, or in 
right-angle folds, where they are at right 
angles to each other 

folding blade /'fouldig bletd/ noun a 
strip of metal which pushes the sheet into 
the folding device 

folding cylinders /fouldr ,silindoz/ 
plural noun cylinders between which the 
sheet is guided on a knife-folding machine 


folding jaws 
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folding jaws /‘fauldin dzo:z/ plural 
noun the section of a folding machine 
which holds the paper pushed into it by the 
folding blade 

folding machine /,fauldm mo'fi:n/ 
noun a machine which automatically folds 
sheets 

folding plate /fouldry plert/ noun 1. a 
large illustration which is tipped into a 
book, and which unfolds to make a double- 
sized plate 2. a plate on a buckle folding 
machine against which the sheet to be 
folded is pushed 

folding stick /‘fouldin strk/ noun a 
bone strip used in hand folding 

folding strength /'fouldm stren6/ 
noun the strength of paper to resist tearing 
when folded several times 

fold-out /'fould aut/ noun a sheet that is 
put folded into a magazine or book and can 
be unfolded to give a much wider page, 
used especially for plans and maps 
foliation  /fouli'erf(o)n/ noun the 
numbering of consecutive pages in a book 
or manuscript 

folio /'fooliou/ noun 1. a book made with 
paper of a large size 2. a large sheet of 
paper folded twice across the middle to 
make four pages of a book 3. a page 
number m verb to put a number on a page 
follow /'fplou/ verb 1. to come behind or 
to come afterwards o The samples will 
follow by surface mail. o We will pay 
£10,000 down, with the balance to follow 
in six months’ time. 2. to do what some- 
body or something says o Please follow 
copy. o to follow style to continue to set in 
the same style as the rest of the book or as 
other books in the same series 

follow on /,folau 'pn/ verb to set printed 
text so that it continues directly from the 
previous text 

follow-up /'foləu ap/ noun a book, film, 
article or report that continues a story or 
provides further information 

font /font/ noun a set of characters in a 
typeface of all the same style, i.e. the same 
size, weight and orientation 


COMMENT: Each typeface will be available 
in many different fonts (Univers, for 
example, was designed in 21 different 
fonts) and these will include the different 
point sizes and weights, such as bold and 
italic. In metal setting, the font would 
contain different quantities of each 
character, according to the frequency of 
use of the characters. English fonts will 
contain capitals, small capitals, lower case, 


punctuation marks, numerals, ligatures and 
common symbols, making about 150 sorts 
in all. English fonts contain some accents 
and special characters, but many accents 
which are standard in, for example, German 
or Spanish fonts are not included in English. 
British fonts contain the pound and the 
dollar signs, but American fonts are likely 
not to have the pound sign. 

font change /font tfemnds/ noun a 

function on a computer to change the style 

of characters used on a display screen 


font management system /‘font 
smenid3mont ,sistom/ noun software 
which controls the font changes on a 
printer 


foolscap /'fu:lskæp/ noun a large non- 

metric size of paper longer than A4, about 

34cm x 43cm 
COMMENT: Foolscap takes it name from a 
watermark of a clown’s hat used in early 
papers. Foolscap folio is 13 1/2 x 8 1/2 
inches; foolscap quarto is 8 1/2 x 6 3/4 
inches and foolscap octavo is 6 3/4 x 4 1/4 
inches. 

foot /fut/ noun the bottom part of a page 

o He signed it at the foot of the page. m verb 

to be printed at the bottom of a page 


footer /'futa/, footline /‘futlain/ noun a 
repeated message at the bottom of every 
page in a document 


foot margin /fot ,ma:dsin/ noun same 
as bottom margin 


footnote /'fotnoot/ noun a note, usually 
in a smaller type size, at the bottom of a 
page, which refers to the text above and is 
for reference only m verb to put in foot- 
notes 


COMMENT: Footnotes are best printed at the 
bottom of a page, as the name suggests, if 
they are essential to the understanding of 
the text. They can also be printed at the end 
of a chapter or at the end of a book, 
especially if they are simply further 
references or supply bibliographic details. 
In learned journals it is common for them to 
be printed at the end of the chapter, which 
makes the typesetting of the main text 
much simpler. Reference numbers to 
footnotes are printed in small superscript 
numbers after the relevant word in the text, 
and in books the numbers usually run from 
the beginning of the text to the end of the 
book, consecutively. In journals formed of 
several different articles, each article has its 
own footnote numbering series. 


footprint /fotprint/ noun 1. the area 
covered by a transmitting device such as a 
satellite or antenna 2. the area that a 
computer takes up on a desk 

forbid /fa'bid/ verb to give instructions 
that something must not be done 
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forbidden book /f»,bidon 'buk/ noun a 
book that has been forbidden by a censor 
fore and aft /f5: on ‘a:ft/ noun a 
method of printing two copies of a book at 
the same time, with the pages joined head 
to head. » coming-and-going, printed 
head-to-head, printed head-to-tail, two- 
up 
foredge /'fo:red3/, fore-edge /'f5:r ed3/ 
noun the front edge of trimmed pages in a 
bound book, i.e. the opposite edge to the 
spine 
COMMENT: Early bound books were 
displayed with this edge facing out on the 
shelf, hence the name; the title was written 
or printed on this edge of the pages. 
foredge margin /'fo:red3 ,ma:d31n/ 
noun the margin along the foredge of a 
book. Compare gutter 
foredge painting /'fo:reds ,peintiy/ 
noun painting along the foredge of a bound 
book, after the edge has been splayed out, 
so that the painting is only seen when the 
pages are splayed and not when the book is 
closed normally 
foreground /'fo:graund/ noun the front 
part of an illustration which seems nearest 
to the viewer 
foreground colour /,fo:graund 'kAlo/ 
noun the colour of characters and text 
displayed on a videotext screen 
foreign /'fprin/ adjective belonging to or 
originating from a different country 
foreign exchange / form iks't femd3/ 
noun the act of exchanging the money of 
one country for that of another 
foreign exchange transfer /forin 
Iks't femnds ,traensf3:/ noun the sending 
of money from one country to another 
foreign language /,form ‘lengwid3/ 
nouna language which is spoken by people 
of another country 
foreign-language edition /,forin 
‘lengwid3 1,d1f(9)n/ noun an edition of 
an English-language text in translation 
foreign language rights /forin 
‘lengwid3 ,ratts/ plural noun rights to 
translate a book into foreign languages 
foreign rights /forim 'rartz/ plural 
noun rights to sell an English-language 
book in other countries as licensed 
editions, translations or bilingual editions 
foreign trade / forin 'treid/ noun trade 
with other countries. Also called external 
trade, overseas trade 
foreword /'f5:wa:d/ noun a piece of text 
at the beginning of a book as an introduc- 


tion, often written by a person other than 
the author 

forfeit /fo:fit/ noun the act of taking 
something away as a punishment m verb to 
have something taken away as a punish- 
ment a to forfeit a patent to lose a patent 
because payments have not been made 
forfeit clause /‘fo:fit klo:z/ noun a 
clause in a contract which says that goods 
or a deposit will be taken away if the 
contract is not fulfilled 

forge /fo:d3/ verb to produce a false copy 
of a signature or document with the inten- 
tion to deceive o He tried to enter the 
country with forged documents. 

forger /f5:d5o/ noun a person who 
forges a document 

forgery /'f»:d3ori/ noun 1. a false copy 
made with the intention to deceive 2. the 
act of making things intended to deceive 
fork-lift truck /,fork lift 'trak/ noun a 
type of small tractor with two metal arms 
in front, used for lifting and moving pallets 
form /fo:m/ noun 1. a preprinted docu- 
ment with spaces where information can 
be entered 2. another spelling of forme m 
verb to start or organise something o The 
brothers have formed a new company. 
format /'foimæt/ noun the size, shape 
and arrangement of a document m verb to 
arrange text on screen as it will appear in 
printed form on paper 

formation /f5:'merf(o)n/ noun the way 
in which fibres in paper appear when the 
paper is held against the light 

formatter /'foxmato/ noun hardware or 
software that arranges text or data 
according to certain rules 

formatting program = /'fo:metin 
,preugraem/ noun a program for automati- 
cally putting a computer text into a certain 
page format 

forme /'fo:m/, form /fo:m/ noun a 
complete set of metal type or blocks, 
assembled in a chase ready for printing 
forme rollers /f»:m ,rouloz/ plural 
noun rollers which apply ink to the forme 
form feed /'fo:m fi:d/ noun a command 
to a printer to move to the next sheet of 
paper 

form handling equipment /fo:m 
'hendlm 1,kwipmont/ noun peripherals 
such as a decollator, which deal with 
output from a printer 

form letter /'f5:m |leto/ noun a standard 
letter, e.g. a rejection letter, into which the 


form mode 
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personal details of each addressee are 
inserted 

form mode /'fo:m moud/ noun a display 
method on a data entry terminal, in which 
the form is displayed on the screen and the 
operator enters relevant details 

form of words /,fo:m ov 'wa:dz/ noun 
words correctly laid out for a legal docu- 
ment 

form overlay /'f»:m ,oovolev noun a 
heading or other matter held in store and 
printed out at the same time as the text 
form stop /,fo:m 'stpp/ noun a sensor on 
a printer which indicates when the paper 
has run out 

formula publishing /f»:mjulo 
,pablif1n/ noun the publication of a series 
of books according to a particular prin- 
ciple, e.g. in identical format, or written 
according to a set of instructions provided 
by the publisher 

for position only /fo po,zrf(o)n 'ounli/ 
adjective full form of FPO 

forthcoming /f5:0'kAmry/ adjective to 
be published shortly o forthcoming titles 
for Autumn publication o In his forth- 
coming biography of the Prime Minister, 
he writes about the collapse of the previous 
government. 

48mo abbreviation forty-eightmo 
forty-eightmo /,fo:ti'ertmau/ noun a 
book printed with 48 pages from a sheet. 
Abbr 48mo 

forum /'f»:rom/ noun an Internet discus- 
sion group for people who share a special 
interest in something 

forward /'fo:wad/ adjective at or moving 
towards the front of something or towards 
the future m verb to send on a letter which 
has arrived at an address from which the 
intended recipient has moved o to forward 
something to someone to send something 
to somebody m adverb n carriage 
forward, freight forward a deal where the 
customer pays for transporting the goods 
forward buying /,fo:wad 'barry/ noun 
the buying of something such as paper for 
delivery at a later date. Also called buying 
forward 

forward contract /'fo:wəd ,kontrzkt/ 
noun an agreement to buy something such 
as paper for delivery at a later date at an 
agreed price 

forwarding /fo:wodiy/ noun 1. the 
process of continuing the binding of a book 
after it has been sewn, by rounding, 


backing, casing in, etc. 2. the arranging of 
shipping and customs documents 
forwarding agent /'forwadin 
,e1dzont/ noun a person or company 
which arranges shipping and customs 
documents 

forwarding instructions /f5:wodrin 
mn,strakfonz/ plural noun instructions 
showing how goods are to be shipped and 
delivered 

forward sales /'f»:wod serlz/ plural 
noun sales for delivery at a later date 
forward stock /'fo:wod stpk/ noun 
stock held in a section of a warehouse 
where it can be reached easily, as opposed 
to the bulk stock which is held separately 
until needed 

foul bill of lading /,faul bil ov 'lerdıy/ 
noun a bill of lading which says that the 
goods were in bad condition when received 
by the shipper 

foul copy /fauol 'kppi/ noun a badly 
written manuscript or typescript with many 
illegible changes 

foul proof /,faul 'pru:f/ noun a proof 
with corrections instructed 

founder /'faundo/ noun 1. a person who 
casts type 2. a person who starts a company 
founders shares /faundoz ,feoz/ 
plural noun special shares issued to the 
people who start a company 

founder's type /'faundoz tarp/ noun a 
special type made by a typefounder, as 
opposed to the type cast in a typecasting 
machine 

foundry /‘faundri/ noun 1. a factory 
which makes metal type 2. formerly, part 
of a letterpress printing house where 
matrices and stereos were made 

foundry chase /'faundri t fers/ noun a 
chase which is used in making stereos 
foundry proof /‘faundri pru:f/ noun a 
proof taken directly from a chase of metal 
type before a plate is made from it. » press 
proofs 

foundry type /‘faundri taip/ noun a 
special display type which has to be bought 
from the foundry 

fount /font/ noun another spelling of font 
fountain /'fauntin/ noun a container for 
ink in a printing press 

fountain solution  /faountin so 
Iu:f(o)n/ noun a solution used in litho- 
graphic printing to prevent ink sticking to 
those parts of the plate which should not 
print 
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four-backed /'fo: bekt/ adjective 
relating to sheets printed with four colours 
on one side and one, two or four colours on 
the other 


four-colour /f»: 'kala/ adjective 
relating to printing using four colours to 
give full-colour printing 

four-colour blocks /,fo: 'kAlo ,bloks/ 
plural noun blocks for printing in four 
colours 

four-colour map /fo: ‘kalo ,mzp/ 
noun a map printed in four colours 
four-colour press /,fo: ‘kalo ,pres/ 
noun a printing press which prints four 
colours in one pass 

four-colour printing /fo: kalo 
‘printin/, four-colour process /,fo: kalo 
‘prouses/ noun printing using the four 
process colours to give a full range of 
colours at the same time 


four-colour reproduction /,fo: ,kalo 
irpra'dakf(a)n/ noun the process of 
reproducing a colour plate using four- 
colour printing 
fourdrinier /fo:'driniet/ noun a paper- 
making machine where the paper is made 
by pulp draining through a continuous wire 
mesh. » twin-wire fourdrinier 
COMMENT: The machine was patented by 
Henry Fourdrinier before 1810. In it, the 
white pulp enters from a vat at one end, and 
flows forward along the mesh becoming 
paper as the water drains away. It is then 
dried on heated cylinders. Fourdrinier 
machines produce webs of paper and can 
be adjusted to produce different 
thicknesses, weights and finishes. 
Fournier a typeface designed by Pierre 
Simon Fournier in the 17th century, char- 
acterised by its very elegant italics 


COMMENT: Fournier was also the originator 
of the point system, which was revised and 
refined by Didot some years later 


40 abbreviation quarto 

four-part invoice /fo: pa:t 'invors/ 
plural noun an invoice with four sheets, 
usually a top sheet and three copies 

four P’s /,fo: 'pi:z/ plural noun a simple 
way of summarising the essentials of the 
marketing mix, which are Product, Price, 
Promotion and Place 

fourth cover /f5:0 'kavo/ noun the 
back cover of a magazine 

fourth estate /,fo:0 r'stert/ noun news- 
papers and magazines, seen as the fourth 
power in the land after the lords, the 
bishops and the ordinary people 


fourth quarter /,£5:0 'kwo:to/ noun a 
period of three months from October to the 
end of the year. Also called last quarter 
four-up /,fo: 'Ap/ adverb n to print four- 
up to print four copies of a page on the 
same sheet of paper 

four-way entry /,fo: wei 'entri/ noun 
used in reference to pallets to indicate that 
the pallet may be picked up by a fork-lift 
truck in any of the four directions 

foxed /fpkst/ adjective denoting books or 
paper stained with yellowish-brown spots 
from having been kept in damp conditions 
foxing /'fpksrp/, fox marks noun brown 
stains on paper, caused by damp which 
affects chemical impurities in the paper 
FPO /ef pi: 'ou/ adjective used to 
describe a placeholder image, used to mark 
where the final image should appear in a 
page layout. Full form for position only 
fraction /'frækfən/ noun a number 
shown as one figure above another 
fraktur /'frækt3:/ noun Gothic characters 
used in German typesetting 

frame /freim/ noun 1. a rule or border 
round an illustration 2. a movable, resiz- 
able box that holds text or an image 3. a 
desk where a compositor works, with cases 
for type m verb to put a rule or border round 
an illustration 

frame window /'frerm ,windou/ noun 
the controls including the minimise and 
maximise buttons, scroll bar and window 
title, and border that surround a window 
area 

franchise /'frznt fatz/ noun a licence to 
trade using a brand name and paying a 
royalty for it o He has bought a printing 
franchise. m verb to sell licences for people 
to trade using a brand name and paying a 
royalty o His bookstall was so successful 
that he decided to franchise it. 
franchisee  /frznt far'zi:/ 
person who runs a franchise 
franchiser /'frznt faizo/ noun a person 
who licenses a franchise 

franchising /'frznt farzıy/ noun the act 
of selling licences to trade as a franchise o 
He runs his chain of card shops as a fran- 
chising operation. 

franco /'frzegkou/ adverb free 

frank /frzenk/ verb to stamp the date and 
postage on a letter 

Frankfurt Book Fair /,frenkfs:t 'buk 
,feo/ noun the most important of the inter- 
national book fairs, held each year in 


noun a 
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October as a meeting place for book 
publishers, printers, literary agents and 
booksellers 

franking machine /'frenkiy mo, fi:n/ 
noun a machine which prints a sign on 
letters to show that the postage has been 
paid 

free /fri:/ adjective 1. available for use 2. 
not needing to be paid for 

free competition  /fri:  ,kompo 
't1f(o)n/ noun freedom to compete without 
government interference 

free copy /,fri: 'kopi/ noun a copy of a 
book sent out as a gift 

freedom /'fri:xdom/ noun the state of 
being free to say or do what you want 
without restriction 

freedom of speech /friidom ov 
'spi:tf/, freedom of the press /,fri:xdom 
av 0a 'pres/ noun the state of being free to 
write, say or publish what you want 
without fear of prosecution as long as you 
do not break the law 

free gift / fri: 'grft/ noun a present given 
by a shop to a customer who buys a partic- 
ular amount of goods 

freehand /'frithend/ adjective, adverb 
relating to artwork drawn by hand, without 
the use of rulers, stencils, or other guides 
freelance /'fri:la:ns/ adverb working for 
anyone who will pay for your skills rather 
than employed by one company m adjec- 
tive, noun an independent worker who 
works for several different companies but 
is not employed by any of them o We have 
about twenty freelances working for us. o 
She is a freelance journalist. = verb 1. to do 
work for several firms but not be employed 
by any of them o She freelances for the 
local newspapers. 2. to send work out to be 
done by a freelancer o We freelance work 
out to several specialists. 

freelancer /'fri:la:nso/ noun a freelance 
worker 

free of charge / fri: ov 'tfa:d3/ adjec- 
tive not needing to be paid for 

free of duty /,fri: ov 'dju:ti/ adjective 
same as duty-free 

free of tax /fri: ov 'tzks/ adjective 
same as tax-free 

free on board / fri: pn 'bo:d/ adjective 
relating to a price which includes all the 
seller's costs until the goods are on the ship 
for transportation. Abbr f.o.b. 

free on rail /fri: pn 'reil/ adjective 
relating to a price including all the seller's 


costs until the goods are delivered to the 
railway for shipment 

free paper /,fri: 'perpo/ noun a news- 
paper which is given away free, and which 
relies for its income on its advertising. 
Also called giveaway paper 

free port /'fri: po:t/, free trade zone 
/frit 'treid ,zoun/ noun a port or area 
where there are no customs duties 

frees /fri:z/ plural noun free copies of a 
book given away free to representatives, 
agents and the author 

free sheet /'fri: fi:t/ noun 1. a news- 
paper given away free to each house in a 
district, its income coming solely from 
advertising 2. US woodfree paper, ie. 
chemical or non-mechanical paper 

free trade / fri: 'treid/ noun a system 
where goods can go from one country to 
another without any restrictions 

free translation /fri: trans'lerf(o)n/ 
noun a rough translation which gives the 
general meaning without translating the 
text word for word 


free trial / fri: 'trarol/ noun the testing of 
a machine with no payment involved o to 
send a self-study course for two weeks' free 
trial 


freeware /'fri:weo/ noun software that is 
in the public domain and can be used by 
anyone without having to pay 


freight /freit/ noun 1. the cost of trans- 
porting goods by air, sea or land o At an 
auction, the buyer pays the freight. 2. 
goods which are transported a to take on 
freight to load goods onto a ship, train or 
truck m verb a to freight goods to send 
goods o We freight goods to all parts of the 
USA. 

freightage /'frertıdz/ noun the cost of 
transporting goods 

freight costs /'freit kosts/ plural noun 
money paid to transport goods 


freight depot /'frert ,depou/ noun a 
central point where goods are collected 
before being shipped 

freight forward / freit 'forwad/ adjec- 
tive relating to a deal where the customer 
pays for transporting the goods 

freight forwarder /‘freit fo:wodo/ 
noun a person or company which arranges 
shipping and customs documents for 
several shipments from different compa- 
nies, putting them together to form one 
large shipment 
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freight rates /'freit reits/ plural noun 
charges for transporting goods 

French fold /,frentf 'fould/ noun a 
sheet of paper which is printed on one side 
only and then folded twice, but not 
trimmed on the top edge, used to make 
greetings cards 

French groove /frentf 'gru:v/, 
French joint noun same as American 
groove 

French sewing /frentf 'sourp/ noun 
the process of sewing signatures together 
without tapes, each signature being 
attached by sewing through the thread 
attaching the previous one 

frequently — asked questions 
/ frikwont(o)li a:skd 'kwest fonz/ plural 
noun à list of the most common questions 
on a particular subject, with answers, 
provided on a website or in a leaflet. Abbr 
FAQ 

fret /fret/ noun a design used for borders 
and on covers, made of an interlaced 
pattern 

friar /'fraro/ noun a printed area which is 
pale because it has not received enough ink 
(NOTE: The opposite is monk.) 

friction feed /'frikf(o)n fi:d/ noun a 
printer mechanism where the paper is 
advanced by holding it between two rollers 
friction glazing /‘frikf(a)n ,glerzip/ 
noun the process of putting a high gloss on 
paper by running the paper through rollers 
turning at different speeds 

frisket /friskit/ noun small metal 
‘fingers’ which hold the sheet to the 
tympan on a platen press 

front /frant/ noun 1. part of something 
which faces away from the back o The 
front of the book has a photograph of the 
author's house. 2. part of the metal type 
which faces the front, with a notch in it, so 
that the compositor can tell which way 
round the piece of type is 

front board /,frant 'bo:d/ noun the 
board which forms the front of the book 
case 

front cover /frant 'kava/ noun the 
cover on the front of a book or magazine, 
with the title and usually an attractive, eye- 
catching design 

front cover brass /frant kava 
‘brars/ noun a brass with the words to be 
used on a front cover 

front-end system /,frant end 'ststom/ 
noun a typesetting system where text is 


keyboarded on a terminal directly 
connected to the typesetting computer 
front flap /,frAnt 'flzp/, front jacket 
flap /,frant 'daaekit flap/ noun a flap on 
a book jacket which is tucked into the front 
cover of a book, usually with a blurb on it 
frontispiece /frAntispi:is/ noun a 
picture at the beginning of a book opposite 
the title page 
front lay /'frant lev noun in a printing 
press or folding machine, the lay at the 
front of a sheet of paper 
frontlist /‘frantlist/ noun new books just 
published or about to be published by a 
publisher 
COMMENT: The frontlist contains all the new 
titles, and therefore is of particular interest 
to editors, production staff and sales staff. 
Promotion of the frontlist is heavy, and the 
frontlist carries most of a publisher's 
investment. On the other hand, a backlist 


which continues to sell is usually the most 
profitable part of a publisher's list. 


front matter /‘frant ,mato/ noun same 
as prelims 

front of book / frant ov 'buk/ noun the 
first pages of a magazine, before the edito- 
rial matter 

FTP abbreviation file transfer protocol 
fudge /fad3/ noun a small section in a 
newspaper reserved for very late items of 
news m verb to touch up a photograph by 
airbrushing or painting in 

fugitive /fju:dzitiv/ adjective relating 
to colour that is likely to fade when 
exposed to light or chemicals (NOTE: The 
opposite is light-fast.) 

fulfil /ful'f1l/ verb to complete something 
in a satisfactory way o The clause 
regarding payments has not been fulfilled. 
a to fulfil an order to supply the items 
which have been ordered o We are so 
understaffed that we cannot fulfil any more 
orders before Christmas. 

fulfilment /fol'frlmont/ noun the act of 
carrying something out in a satisfactory 
way 

full binding /‘ful ,baimndrp/ noun cased 
binding, where the case is completely 
covered with a piece of material such as 
cloth or leather, as opposed to half binding. 
Also called whole binding 

full bound book /,ful baund 'bok/ 
noun à book with a full binding 

full colour /,ful 'kAlo/ noun colour work 
printed in four colours o a full colour illus- 
tration o The illustrations are printed in 
full colour. 
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full leather binding /ful 'leðə 
,baimndi/ noun a binding on a hardcover 
book where the whole book is covered with 
leather 

full measure /fol 'mezo/ adjective 
using the full width of the type area 

full out / fol 'aut/ adjective not indented, 
with the type area aligned to the left margin 
full page /'ful petd3/ noun one whole 
page 

full price /,ful 'prars/ noun a price with 
no discount 

full-scale /'ful sketl/ adjective complete 
or very thorough o The MD ordered a full- 
scale review of credit terms. 

full stop /,ful 'stop/ noun a punctuation 
mark (.) which indicates the end of a 
sentence 

full-time /'ful tarm/ adjective, adverb 
working all the normal working time i.e. 
about eight hours a day, five days a week o 
She is in full-time employment. o She 
works full-time. o He is one of our full-time 
staff. 

full-timer /,ful 'tarmo/ noun a person 
who works full-time 

fully formed characters / fuli ,fo:md 
'kariktoz/ plural noun characters 
produced by a printer in a single action 
function /'fAnk [on/ noun the purpose or 
role of something m verb to work o The 


advertising campaign is functioning 
smoothly. o The new management struc- 
ture does not seem to be functioning very 
well. 


functional illiterate /fAgkf(s)nol 1 
Jitorot/ noun somebody whose reading 
and writing abilities are inadequately 
developed to meet everyday needs 


functional literacy = /‘fankf(a)nol 
Jrt(o)rosi/ noun the level of skill in 
reading and writing that a person needs to 
cope with everyday adult life 


function code /‘fankfan koud/ noun a 
code which makes a part of a computer 
program work 


function key /‘fankfan ki:/ noun a 
computer key which is used to activate a 
particular set of instructions 


furnish /'f3:nrf/ noun a final mixture of 
the various substances from which paper is 
manufactured, formed of wood pulp, 
chemicals and water 


furniture /fs:nitfo/ noun pieces of 
wood wedged round the edge of the metal 
type in a forme, to keep it tight and to make 
a margin, or similar pieces of wood used to 
make blank spaces in typeset text. » reglet 


fuzzy /'fazi/ adjective relating to an 


image that is blurred o Using art paper will 
eliminate fuzzy characters. 


g abbreviation gram 

galley /‘gzli/ noun originally, a long 

metal tray holding text in metal type 
COMMENT: Although originally used for 
proofs from a tray of metal type, the word 
'galley' is now used for any proof on a long 
strip of paper. 

galley press /'gali pres/ noun a small 

press for taking galley proofs 

galley proofs /'gali pru:fs/ plural noun 

proofs in the form of long pieces of text, 

not divided into pages, printed on long 

pieces of paper 

galley rack /'gali rek/ noun a rack 

where galleys are stored 

gang printing /‘gzn ,printin/ noun the 

printing of several jobs together on the 

same sheet, often used when printing 

several small advertising jobs 

gap /gap/ noun a space between two 

things, ideas or periods of time 

garbage /'ga:bid3/ noun data or infor- 

mation that is no longer required because it 

is out of date or incorrect 

garbage in garbage out /,ga:bid3 in 

ga:bida 'aut/ phrase an expression 

meaning that the accuracy and quality of 

information that is outputted depends on 

the quality of the input. Abbr GIGO 
COMMENT: GIGO is sometimes taken to 
mean 'garbage in gospel out', meaning that 
whatever wrong information is put into a 
computer people will always believe the 
output is true. 

garner /'ga:no/ verb to collect or accu- 

mulate something such as information or 

facts 

gatefold /geitfould/ noun a page in a 

publication that is larger than the other 

pages and is folded to fit 

gateway /'geitwei noun a software 

translation device which allows users 

working in one network to access another 


‘In addition, the company is offering the 
IP Drum Mobile Skype Cables, which 
connect a Nokia or Sony Ericsson mobile 
phone to a computer, creating a gateway 
from Skype to the mobile network. 
Incoming Skype calls are then forwarded 
through the mobile phone connected to 
the computer to the mobile phone the 
user is carrying.’ [Internet 
Business News] 


gateway page /'geitwer perdz/ noun 
the initial webpage that a visitor to a 
website sees and that contains key words 
and phrases that enable a search engine to 
find it 

gather /'gzóo/ verb to compile some- 
thing such as information or ideas from 
various sources 


gathering /'gaóorip/ noun the act of 
bringing printed sections together to be 
bound 

gathering machine /'gæðərıy mo 
Jim/, gatherer noun a machine that 
gathers signatures for binding 


gauge /geid3/ noun a device that meas- 
ures thickness or width m verb to measure 
the thickness or width of something 
gauze /go:z/ noun thin woven material, 
used to strengthen hinges in binding 
gazetteer /,gaezo'tro/ noun an index of 
geographical place names 

gear /gio/ noun a system of moving 
wheels, which connect together to give 
movement to a machine 

gear marks /'gro ma:ks/ plural noun 
uneven printing caused by the rollers in a 
printing press moving at different speeds 
gelatine /‘dzelatm/, gelatin noun a 
substance obtained from animal bones, 
used to make glue and size for coating 
paper 
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general audit /,d3en(9)ral 'o:dit/ noun 
an examination of all the books and 
accounts of a company 

general books /‘dgen(a)ral_buks/ 
plural noun books which may interest the 
adult public, usually not including chil- 
dren's books, fiction or specialised books 
general books editor /‘d3en(a)ral 
buks ,edrto/ noun an editor at a publishing 
house who is in charge of a general list. 
Also called trade editor 

general expenses /dsen(o)ro] ik 
‘spensiz/ plural noun money spent on the 
day-to-day costs of running a business 
general index /'dsen(o)rol ,indeks/ 
noun an index which covers all items in a 
book 


general interest /,d3en(o)rol 'introst/ 
adjective of a publication, of interest to 
everybody, not on a specialist topic 


general list /'dzen(ə)rəl lıst/ noun 
books published by a company for the 
general adult public o The general list has 
improved its sales this year, while the chil- 
dren's list has fallen back. 

general manager  /dszen(o)rol 
‘mzenid39/ noun the manager in charge of 
the administration of a company 

general office /'d5en(o)rol ,pfrs/ noun 
the main administrative office of a 
company 

generate /'d3enoreit/ verb to cause 
something to start and develop 
generation /,d3ena're1f(9)n/ noun 1. a 
stage of development in the design and 
manufacture of machines o fifth generation 
computers 2. the period of time in which 
people can grow up and have children, 
usually 25 to 30 years 

generic coding /d3a,nertk 'kaudin/ 
noun the coding of a document to specify 
things such as headings and use of bold, 
roman and italic o ASPIC is a system of 
generic coding. 

generic tags /dga'nertk tægz/ plural 
noun codes to identify the headings and 
setting style for a manuscript 

generic top-level domain /d39,ner1k 
top ,lev(o)l do'mern/ noun full form of 
gTLD 

genre publishing /zponro ,pablrf15/ 
noun publishing of a fiction list, all of 
which is the same type of novel, e.g. 
science fiction, romantic fiction or west- 
erns 


gentleman's agreement 
l'dsent(o)Imonz o,gri:mont/, 
gentlemen's agreement noun a verbal 
agreement between two parties who 
respect each other o They have a 
gentleman’s agreement not to trade in each 
other’s area. 

geological map /,d3i:ə'lod3rk(ə)l 
,maep/ noun a map which shows the types 
of rock and soil in an area 

get-up /'get ap/ noun US the general 
format and style of a book 

ghost /goust/ noun LITERAT same as 
ghostwriter m verb to be the ghostwriter of 
a work o His autobiography was ghosted 
by John Smith. 

ghosted autobiography /goustid 
,oitaubar'pgrofi/ noun an autobiography 
apparently written by a famous person, but 
in fact written by a ghostwriter 

ghosting /'goustip/ noun 1. the effect 
when a text is printed out of register, so that 
a second text appears beside the first 2. a 
faint image caused by a defect in the ink 
ghostwriter /'goost,rarito/ noun some- 
body who writes something for or with 
somebody else, the other person receiving 
sole credit as the author 

GIF /gif/ a trade name for a graphics file 
format for a file containing a bitmapped 
image. Full form Graphics Interchange 
Format 

-gif suffix a file extension for a GIF file. 
Full form Graphics Interchange Format 
GIF file /'gif fatl/ noun a graphics file 
format for a file containing a bitmapped 
image 

gift /gift/ noun something given as a 
present 

gift book /'grft buk/ noun a book which 
is given as a present, formerly often used 
for special anthologies which were given 
as presents 

gift coupon /'gift ,ku:ppn/, gift token 
‘gift ,toukon/, gift voucher /'grft 
, Vaut [o/ noun a card or voucher, bought in 
a shop, which is given as a present and 
which must be exchanged in that store for 
goods 

gift-wrap /'gift ræp/ verb to wrap a 
present in attractive paper o Do you want 
this book gift-wrapped? 

gift-wrapping /'gift ,repin/ noun 1. a 
service in a store for wrapping presents for 
customers 2. attractive paper for wrapping 
presents 
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gigabyte l'gigobart/ 
1,000,000,000 bytes 

GIGO /'gargou/ abbreviation garbage in 
garbage out 

gilding /gridi/ noun the process of 
putting gold leaf on a binding or on the top 
edge or foredge of a book 

gilt /gilt/ noun a shiny material, usually 
gold, used as a thin covering to other mate- 
rial m adjective with gold leaf decoration a 
gilt in the round a foredge which is gilded 
after the book has been rounded o gilt in 
the square a foredge which is gilded 
before the book has been rounded 

gilt edge /'gilt ed3/ noun a gold edge to 
a page of a book, so that when the book is 
closed it looks like a gold block 
gilt-edged — /gilt ed3d/ adjective 
denoting a book with a gilt edge to the 
pages 

GIP abbreviation glazed imitation parch- 
ment 

giveaway paper /'givower ,perpo/ 
noun same as free paper 

glair, glaire noun a glue made from egg 
white and vinegar, used to stick gold foil to 
a book cover when blocking 

glassine /‘gla:si:n/ noun thin trans- 
parent paper made from beaten pulp, used 
as wrapping paper or for the windows in 
window envelopes 

glaze /gleiz/ noun a shiny coat given to 
art paper 

glazed /gleizd/ adjective shiny or glossy 
glazed imitation parchment /,gleizd 
Amiterf(o)n 'partfmont/ noun shiny 
whitish paper, used for wrapping. Abbr 
GIP 

glazed morocco /,gle1zd mo'rpkou/ 
noun polished goatskin leather, used as a 
binding material 

glazed vellum /,gleizd 'velom/ noun 
shiny vellum, used for special documents 
such as presentation scrolls 

global /'gloob(o)l/ adjective covering 
everything 

Global Positioning System 
/,gloub(a)l po'zif(e)nin ,ststom/ noun 
full form of GPS 

global search and replace 
/gleob(o)) ,ss:tf on ri'plets/ noun a 
search and replace function which is 
applied to a whole computer file 

global village /,gloub()l 'vilid3/ noun 
the whole world considered as a single 


noun 


community served by electronic media and 
information technology 


*Given the open architecture of the world 
wide web, anyone operating a website 
has access to a worldwide audience — the 
internet has fuelled globalisation and the 
‘global village’ has become reality.’ 
[M2 presswire] 


gloss /glos/ noun a short definition, 
explanation or translation of a word or 
phrase that may be unfamiliar to the reader, 
often located in a margin or collected in an 
appendix or glossary 


gloss art paper /glos 'a:t ,perpo/ 
noun shiny art paper 


glossary /'glpsori/ noun 1. an alphabet- 
ical list of the specialist words used in a 
document, with definitions 2. a list of 
specialised terms with explanations or 
translations o a glossary of chess terms o 
an English-Chinese business glossary 


gloss over /,glps 'ouvo/ verb to inten- 
tionally leave out negative information, or 
treat something superficially, in order to 
make it appear more attractive or accept- 
able 


gloss paper /'glps ,perpo/, glossy 
coated paper noun paper with a shiny 
finish 
COMMENT: The glossiness of gloss paper is 
measured in terms of the ratio of reflected 
light from the paper surface to that from a 
polished black tile. 
glossy /'glosi/ adjective smooth and 
shiny m noun a photograph on glossy 
paper, the best quality for reproduction 
(informal) a the glossies expensive maga- 
zines 


glue /glu:/ noun material which sticks 
items together o She put some glue on the 
back of the poster to fix it to the wall. o The 
glue on the envelope does not stick very 
well. m verb to stick things together with 
glue o He glued the label to the box. o The 
cover is glued to the endpapers. 
COMMENT: In hand binding, organic glues 
and pastes are used; these are flour paste 
or gelatine glue made from animal bones. In 
commercial binding, synthetic adhesives of 
the PVA type are used. These are often 
thermoplastic and set when cold; they 
remain flexible when set, while organic 
glues tend to set hard, and so may crack. 
glueing machine /'glu: mo ,fi:n/, 
gluer noun a machine which puts the glue 
onto book blocks before the cover is 
attached 
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glyph /glif/ noun the symbol, or set of 
symbols, that forms a single character in a 
font 


glyphic /‘gliftk/ adjective based on 
letters carved in stone 


gm abbreviation gram 


gm, g/m? abbreviation grams per square 
metre 


gnostic /'npstik/ adjective relating to 
knowledge, especially knowledge of spir- 
itual truths 


gO /gou/ verb 1. to circulate as informa- 
tion around a place or among people 2. o to 
go to bed to start printing o Your story is 
too late for the first edition — the paper 
went to bed thirty minutes ago. n to go to 
press to start printing o The author cannot 
make any more corrections — the book has 
gone to press. 


go-ahead /'gau o,hed/ adjective ener- 
getic or keen to do well o He is a very go- 
ahead type. o She works for a go-ahead 
book packaging company. 

goatskin /'govtskin/ noun leather from 
the skin of a goat, called morocco when 
used for binding 


gofer /'goufo/ noun US a person who 
does all types of work in an office for low 
wages 

going /'gour/ adjective active or busy 


gold cushion /'gould ,kof(o)n/ noun a 
soft pad on which gold leaf is kept ready 
for use 


goldenrod /'gouldonrpd/ noun orange 
paper used to mount films for plate-making 


golden section /'gould(o)n ,sekfan/, 
golden rectangle noun ideal elegant 
proportions of a page, based on the ratio of 
34:21 
COMMENT: These proportions were first 
used in medieval manuscripts and were 
considered the ideal proportions for page 
design. In small formats they are also 
considered the ideal proportions for a type 
area. They were adopted by Penguin Books 
for their small paperback formats. 
gold foil /,gould ‘forl/ noun gold- 
coloured metal foil on a paper backing 
gold leaf /,gould "li:f/ noun a very thin 
sheet of real gold, used to decorate tooling 
on a binding 
gold rubber /'gould ,rAbo/, gold rug 
noun a pad of soft leather used to wipe the 
cover of a book to remove bits of excess 
gold leaf 


gold tooling /'gould ,tu:Ir/ noun deco- 
rations in gold leaf stamped by hand on a 
binding 
good colour /,gud 'kala/ adjective 
relating to a printing job where the ink is 
evenly spread 
good for press /,gud fo 'pres/ adjec- 
tive US ready for printing (NOTE: The UK 
term is passed for press.) 
goodwill /god'wil/ noun the good repu- 
tation of a business o He paid £10,000 for 
the goodwill of the shop and £4,000 for the 
stock. 
gopher /'gaufa/ noun a servicing device 
within the Internet which allows access by 
allowing links between systems 
gothic /'gpOrk/ noun 1. an old typeface, 
similar to black letter, used in the first 
printed books. » Textura 2. US a block 
letter in thick bold sans serif face 
COMMENT: The word 'gothic' was used in 
the 15th and 16th centuries by Italians (who 
preferred roman and italic type) to refer to 
the black letter faces used in Germany. By 
calling it gothic, they implied that it was 
barbaric. Gothic is still used to refer to the 
black letter faces used in Northern Europe. 
Goudy /'gaudi/ noun an old typeface, 
designed by the American typographer 
Frederic Goudy in the 18th century 
gouge /gaud3/ noun a tool used to 
impress decorative lines on a book cover 
Government Printing Office 
/,gAv(a)nmont 'printin ,bfrs/ noun US 
an American government department 
which prints all government documents 
(NOTE: The UK equivalent is Her Majesty’s 
Stationery Office.) 
GPMU noun a British trade union for the 
printing and paper industries formed by the 
amalgamation of NGA and SOGAT. Full 
form Graphical, Paper and Media Union 
GPRS /,d3i: pi: a:r 'es/ noun a system 
that provides immediate and continuous 
access to the Internet from wireless devices 
such as mobile phones. Full form General 
Packet Radio Service 
GPS abbreviation the use of satellite tech- 
nology to identify the location of some- 
thing such as a mobile phone anywhere 
within the world, often to within a few 
metres. Full form Global Positioning 
System 
gradation /gro'derf(o)n/ noun a series 
of slight changes in colour or tone 
grade /greid/ verb to judge or measure 
the quality of something 
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graded advertising rates /,greidid 
‘edvo,taizin ,reits/ plural noun rates 
which become cheaper as you take more 
advertising space 


graduate /'gradauot/ noun a person 
who has successfully completed a first 
degree course at a university 


graduate entry /'gred3uot ,entri/ 
noun the entry of graduates into employ- 
ment with a company o the graduate entry 
into the civil service 

graduate trainee /,grzd3uot trer'ni:/ 
noun a person who has graduated in one 
subject and is receiving further training in 
a specialist skill 


graduate training scheme 
/gradsuot "trem skiim/ noun a 
training scheme for graduates 


grain /grern/ noun 1. the direction in 
which the fibres run in wood o Wood 
engravings are cut across the grain. 2. the 
size of dots which form a photograph 3. a 
spotted effect on fast photographic films 
due to the size of the light-sensitive silver 
halide crystals m verb to texture the surface 
of a lithographic plate to allow it to hold 
the ink 


COMMENT: The grain on machine-made 
paper is formed as the wire mesh holding 
the pulp is shaken from side to side. The 
fibres in the pulp fall into line lengthwise 
with the web. In the case of handmade 
paper, the wire is also shaken, but in 
Several directions, with the result that the 
fibres do not lie in one direction and the 
paper has no definite grain. In a reel of 
paper, the grain always runs in the direction 
of the web. Sheets can have the grain either 
along or across the sheet, depending on 
how the sheet is cut from the web. Books 
are normally printed with the grain (i.e. the 
grain runs down the page from top to 
bottom). Printing on paper against the grain 
(i.e. with the grain of the paper running from 
the foredge to the gutter) may avoid 
wrinkling of the pages in damp conditions, 
but it has other considerable disadvantages 
as it makes the book more difficult to keep 
flat when open and makes the pages curve. 
If paper is folded against the grain it will not 
lie flat. When printing in full colour it is 
desirable to print with the grain to avoid 
problems of register. 


grain direction /'grem dar,rekfon/ 
noun same as machine direction 
graining /greinm/ noun making a 
grainy effect on a picture 

grain short /'grein fo:t/ noun same as 
short grain 

grainy /greini/ adjective relating to an 
image that has a coarse grain o We will use 


grainy photographs to achieve an old-fash- 
ioned effect. 

gram /graem/, gramme /gram/ noun a 
measure of weight, one thousandth of a 
kilo (NOTE: Usually written g or gm with 
figures: 25g.) 

grammage /'gramid3/ noun the weight 
of paper, calculated as grams per square 
metre (NOTE: Usually shown as gsm, as in 
80gsm paper.) 

granularity /,grenjo'leriti/ noun the 
number of separate components in a 
system such as a web page 

graph /gra:f/ noun a mathematical 
diagram which visually shows the relation- 
ship between two or more sets of variables 
graphic /'grafrk/ adjective concerned 
with drawing 

graphical /'grzfrkl/ adjective referring 
to something represented by graphics 
graphically /grafikli/ adverb using 
pictures o The sales figures are graphically 
represented as a pie chart. 

graphic artist /grefrk — 'a:trst/, 
graphic designer /,grefik dr'zaino/ 
noun an artist or designer who specialises 
in commercial design, involving text and 
illustrations 

graphic colour printer /,grzeftk 'kAlo 
printo/ noun a printer that can output 
colour graphics 

graphic display /grafik dis'plet/ 
noun a computer screen that is able to 
present graphical information 

graphic display resolution /'grafrk 
dr,spler ,rezalu:f(9)n/ noun the number 
of pixels that a computer is able to display 
on the screen 

graphic novel /,grafik 'npv(o)l/ noun 
a fictional story for adults published in the 
form of a comic strip 

graphic object /grefitk 'pbdsekt/ 
noun a small graphic image imported from 
another drawing application and placed on 
a page (NOTE: In most DTP, paint or 
drawing packages, the object can be 
moved, sized and positioned independ- 
ently from the other elements on the page.) 
graphics /'grzftks/ plural noun pictures 
or lines which are drawn on paper or on a 
screen to represent information o The 
computer will output graphics such as bar 
charts, pie charts and line drawings. 
graphics accelerator /‘grefiks ok 
,seloreito/ noun a video display board 
with its own graphics coprocessor and 
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high-speed RAM that can carry out graph- 
ical drawing operations at high speed 
graphics adapter /‘grefiks o,dzpto/ 
noun an electronic device in a computer 
that converts software commands into 
electrical signals which display graphics 
on a connected monitor 

graphics art terminal /,grafiks 'a:t 
,t3:min(o)l/ noun a typesetting terminal 
that is used with a phototypesetter 
graphics character — /'grafiks 
,karikto/ noun a preprogrammed shape 
that can be displayed on a non-graphical 
screen instead of a character, used exten- 
sively in videotext systems to display 
simple pictures 

graphics coprocessor /'grafiks kau 
,prausesd/ noun same as graphics proc- 
essor 

graphics file /grzfrks fail/ noun a 
binary file which contains data describing 
an image o There are many standards for 
graphics files including TIFF, IMG and 
EPS. 

graphics file format /grafiks fail 
,fo:maet/ noun a method by which data 
describing an image is stored 

graphics mode /'grefiks moud/ noun 
a videotext terminal whose displayed char- 
acters are taken from a range of graphics 
characters instead of text 

graphics pad  /grefiks pæd/, 
graphics tablet /'graefiks ,tzeblot/ nouna 
flat device that allows a user to input 
graphical information into a computer by 
drawing on its surface 

graphics printer /‘grefiks ,printo/ 
noun a printer capable of printing 
bitmapped images 

graphics processor  /grefiks 
preuseso/ noun a secondary processor 
used to speed up the display of graphics. It 
calculates the position of pixels that form a 
line or shape and display graphic lines or 
shapes. Also called graphics coproc- 
essor 

graphics terminal l'graefiks 
,tamin(o)l/, graphics VDU /,grafiks ,vi: 
di: 'juz/ noun a special VDU which can 
display graphics 

graph paper /'gra:f ,perpo/ noun paper 
which is printed with measured squares so 
that it can be used for drawing graphs 
gratis /'grztrs/; /'gra:trs/ adverb, adjec- 
tive not costing anything o gratis copies o 
The author gets six copies gratis. 


grave accent /,gra:v 'zeksont/ noun a 
mark placed over a vowel (e.g. è) to show 
how it should be pronounced 
COMMENT: Grave accents are used in 
French (è, à, ù) to indicate a pronunciation 
change or a spelling change. They are used 
in other languages to show stress. 
graver /'greivo/ noun a tool used in 
engraving 
gravure /gro'vjoo/ noun a method of 
printing where the ink is in hollows etched 
into a copper surface, with the top surface 
being wiped clean so that when the paper is 
pressed onto the plate the ink from the 
hollows is transferred to it. » photogra- 
vure 
gray goods /'gre1 gudz/ plural noun US 
uncoloured cloth for binding 
greasy ink /'gri:si rjk/ noun ink used in 
lithography 
COMMENT: The image is drawn on the stone 
or plate with greasy ink; the surface is then 
wetted and printing ink is applied. The 
printing ink is repelled by the water but held 
by the greasy ink lines. 
greek /gritk/ noun meaningless mixed 
letters used to make typeset text used in 
layouts 
Greek alphabet /'gri:k ,zelfobet/ noun 
the alphabet used in ancient and modern 
Greek, which contains 24 characters 
greeked text /,gri:kt 'tekst/ noun same 
as dummy text 
greeking /'gri:krp/ noun the act of using 
meaningless jumbled letters or random text 
as a placeholder for actual text in a page 
layout 
grey balance /'grer ,bzlons/ noun a 
condition in a colour reproduction system 
where the values of the primary colours are 
balanced to give a visually neutral grey 
grey board /'grei bo:d/ noun a pale grey 
cardboard used in binding 
grey literature /'gre: lit(a)ratfa/ noun 
articles and information published, espe- 
cially on the Internet, without a commer- 
cial purpose or the mediation of a commer- 
cial publisher 
grey scale /'grer skerl/ noun 1. shades 
of grey that are used to measure the correct 
exposure when filming 2. shades which are 
produced from displaying what should be 
colour information on a monochrome 
monitor 
grid /grid/ noun a system of numbered 
squares allowing points to be easily plotted 
or located 
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COMMENT: Grids are used by designers and 
paste-up artists for laying out magazines 
and books, where the page size, type area 
and general layout remain the same for 
each page. The designer will prepare a 
master grid, showing the basic proportions 
of the page, with its trim size, type area, 
headlines, folio positions, margins, etc., and 
this is used when pasting up each page. 
grid gauge /'grid gerds/ noun a posi- 
tioning tool for microfiche image display 
grid structure /'grid ,straktfa/ noun a 
structure based on a grid 
grind /graind/ verb to crush something 
into tiny pieces o Wood from softwood 
trees is ground up to make woodpulp. 
grinder /'gramndo/ noun a machine for 
crushing wood, as the first stage in paper- 
making 
gripper edge /'gripo ed3/ noun the 
edge of a sheet of paper which is held by 
the grippers and goes through the press 
first 
grippers /gripoz/ plural noun little 
metal fingers which hold the paper in place 
and pull it through the printing press 
groove /gru:v/ nouna low space between 
the cover board and the spine, where the 
covers hinge, and which, if it is large 
enough, will allow the book to lie flat when 
open 
gross margin /grous 'ma:d31n/ noun a 
percentage difference between the unit 
manufacturing cost and the received price 
gross profit /,grous 'profit/ noun the 
difference between revenue and direct 
costs 
gross weight /,grous 'weirt/ noun the 
total weight of something including all 
packaging 
grot /groo'tesk/, grotesque noun any 
sans serif typeface 
COMMENT: Sans faces are called 'grot' in 
British English and 'gothic' in US English. 
The first sans faces appeared in the first 
part of the 19th century and were called 
‘grotesque’ because they seemed so 
strange. 
groundwood pulp /'graundwud palp/ 
noun US woodpulp which has been ground 
by a machine (NOTE: The UK term is 
mechanical pulp.) 
groupware /'gru:pweo/ noun software 
designed to be shared collaboratively by a 
number of users on a computer network 
gsm noun a way of showing the weight of 
paper used in printing. Full form grams 
per square metre 


gTLD /,d3i: ti: el 'diz/ noun the portion of 
an Internet address that identifies it as 
belonging to a specific generic domain 
class, e.g. com, edu or gov. Full form 
generic top-level domain 


guard /ga:d/ noun 1. something which 
protects, especially a card which protects 
an illustration or a strip of linen pasted onto 
the back fold of a signature 2. a strip of 
paper sewn between sections of a book, to 
which tipped-in illustrations can be glued, 
also used to increase the bulk at the spine 
so as to allow space for folded maps or 
plates to be inserted 

guarding /'ga:dry/ noun 1. the joining of 
a single sheet to a book or magazine 2. the 
act of pasting a strip of paper or gauze to 
the fold of a signature to repair or 
strengthen it 


guide /gard/ noun 1. a book of instruc- 
tions 2. a person who shows people the 
way 

guide bars /'gatd ba:z/ plural noun 
special lines in a barcode which show the 
start and finish of the code o The standard 
guide bars are two thin lines that are a 
little longer than the coding lines. 


guidebook /'gaidbuk/ noun a book 
containing information for tourists about a 
country, place or institution 


guideline /gardlam/ noun 1. general 
instructions given to a compositor 2. an 
unofficial suggestion from the manage- 
ment as to how something should be done 
o All editors should follow the guidelines 
for dealing with agents which have been 
laid down by the editorial director. 3. a line 
on artwork, showing the edge of the 
printing area 

guild /grld/ noun an association of people 
with similar interests or skills who join 
together to support each other 


guillemets /'gi:xomer plural noun small 
angled quotation marks (« and »), used in 
some languages to indicate speech, when 
in English inverted commas would be 
used. Also called chevrons, duck-foot 
quotes 


guillotine /'giloti:n/ noun a device used 
for cutting and trimming paper m verb to 
cut paper with a guillotine 


gum /gam/ noun a type of glue which is 
made from plant resin o He stuck the label 
to the box with gum. m verb to stick with 
glue 
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gum arabic /,gAm 'zrobrk/ noun gum 
made from resin from acacia trees, used as 
an adhesive on stamps and labels 
gummed label /gamd 'lerb(o)l/ noun a 
label with dry glue on it, which has to be 
made wet to make it stick 

gummed paper /,gamd 'perpo/ noun 
paper with dry glue on it, which sticks if it 
is moistened 

gummed tape /,gamd 'terp/ noun 
paper tape with glue on it, which sticks 
when moistened 

gumming up /,gamin 'Ap/ noun the 
process of covering a lithographic stone 
with a thin layer of gum arabic, to enhance 
the printed image 

gusset /'g4sot/ noun folded paper which 
forms the expanding edge of a pocket 


Gutenberg /'gutonba:g/ noun Johannes 
Gutenberg (13997-1468), a German 
printer, and the inventor of printing as we 
know it. Gutenberg was the man who saw 
that separate pieces of metal type, one for 
each letter, could be duplicated by being 
cast from matrices, and that these separate 
pieces of type could then be put together in 
rows, clamped into chases, inked and 
multiple impressions taken from them. 
This method of typesetting did not materi- 
ally change until the phototypesetting 
machines of the 1960s. 

gutter /g4to/ noun the inside margin 
between two pages of type. Compare 
foredge margin 

gutter press /'g^to pres/ noun a name 
for the tabloid newspapers which print 
large amounts of gossip rather than factual 
news. » yellow press 


hache /hzf/ noun a symbol (f) to indi- 
cate a space, or to indicate the word 
‘number.’ » hash 

hack /hak/ noun a writer who produces 
poor-quality material only for money 
hack work /'hek w3:k/ noun an unin- 
spired work written to order 

hack writer /‘hek ,rarto/ noun a writer 
who will write anything to order 

haggle /'hzeg(o)l/ verb to discuss prices 
and terms and try to reduce them o to 
haggle over the details of a contract o After 
two days' haggling the agreement was 
signed. 

hairline /'heolain/ noun a very thin line 
or a thin stroke on a character, as opposed 
to the main stem 

hairline serif /heolarn ,serif/ noun a 
serif which is simply a thin straight line 
hair space /'heo spers/ noun a very thin 
space between characters, in letterpress 
half a point or one twelfth of an em wide 
halation /ho»'lerf(o)n/ noun a halo effect 
in the light parts of a photograph, caused 
by light reflecting back from the emulsion 
half /ha:f/ noun one of two parts into 
which something is divided o The first half 
of the book is the text, and the rest is taken 
up with supplements. m adjective divided 
into two parts 

half binding /'ha:f ,bamdry/ noun a 
type of bookbinding in which the back and 
sometimes the corners of a book are bound 
in one material and the sides in another 
half bound book /'ha:f baund ,buk/ 
noun a book with a style of binding which 
was common from the beginning of the 
19th century, where binding leathers or 
vellum were used on the spine and corners 
and the rest of the boards were covered 
with marbled paper or plain paper and 
cloth 


half leather binding /ha:f leda 
‘baindin/ noun a binding on a hardcover 
book, where the spine and corners are 
covered with leather and the rest is left in 
ordinary cloth or paper 

half line block /'ha:f lain ,bIpk/ noun a 
line block where the lines appear greyer, 
made by using parallel cross-lines 

half measure /,ha:f 'me3a/ noun a 
process in which type is set at half its 
normal width, usually to leave space for an 
illustration 

half page /,ha:f 'perd3/ noun half of a 
full page o We need to save a half page 
from the index. o The book has sixteen half 
page line drawings. 

half plate /,ha:f 'plert/ noun 1. an illus- 
tration which takes half a page 2. a 
common format for small photographs, 6 x 
4 inches 

half sheet work /,ha:f 'fixt ,wark/ 
noun a printing process in which both sides 
of a sheet are printed from the same forme, 
giving two identical copies. » work and 
twist 

half space /,ha:f 'spers/ noun a paper 
movement in a printer by half the amount 
of a normal character 

half stuff /,ha:f 'st^f/ noun paper pulp 
ready for the beater 

half title /'ha:f ,tart(9)l/ noun the first 
page of a book with only the title and not 
the details of the publisher or author 
halftone /'ha:ftoun/, half-tone noun 1. 
continuous shading of a printed area 2. a 
shade of grey appearing to be halfway 
between white and black 3. an illustration 
made using the halftone process o a book 
with 25 halftone illustrations o We need a 
full page halftone facing the beginning of 
the chapter. 


COMMENT: Halftones are made by breaking 
up a continuous tone pattern into a series of 
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dots of varying sizes. When printed, the 
dots appear to merge into a continuous 
tone, though if you look at them closely the 
dots are visible. The dots are created by 
scanning or by photographing the original 
through a screen, which is a mesh of criss- 
cross lines or a series of dots. 
halftone block /‘ha:ftoun blok/ noun 
an illustration on a copper block where the 
image has been broken up by a screen so 
that it is made up of a series of dots of 
different sizes 


halftone process l'ha:ftoun 
prouses/, halftoning noun the process of 
making halftones from photographs 


halftone screen /ha:ftoun skri:n/ 
noun à screen with cross-lines or a grid of 
dots used for preparing a halftone illustra- 
tion 

half up /,ha:f 'Ap/ adjective relating to an 
illustration which is prepared at one and a 


half times the size it will be printed in the 
book 


half-year /,ha:f 'jio/ noun six months of 
an accounting period 

half-yearly /ha:f ‘jroli/ adjective 1. 
happening every six months o a half- 
yearly magazine 2. relating to a period of 
six months o a half-yearly royalty state- 
ment m adverb every six months o We pay 
some royalties half-yearly. 


halide /herlaid/ noun a silver compound 
which is used to provide a light-sensitive 
coating on photographic film and paper 
halo /'heilou/ noun 1. a photographic 
effect seen as a dark region with a very 
bright line around it, caused by pointing 
the camera into the light 2. thicker ink at 
the edge of halftone dots, which makes the 
dots darker 


hand /hznd/ noun a printed sign indi- 
cating a reference or the beginning of a 
paragraph 

handbill /handbil/ noun a sheet of 
printed paper, printed on one side only, 
handed out to members of the public as an 
advertisement 

handbinding /hendbaindin/ noun 
binding in which each book is bound sepa- 
rately by a trained operator 

handbook /‘hendbuk/ noun a book of 
advice and instructions 

handbound /handbaund/ adjective 
bound separately by a trained operator o 
An illustrated edition of Shakespeare has 
been handbound in white leather. 


hand-coloured /,hend 'kAlod/ adjec- 
tive relating to an image such as a line 
drawing that has been coloured by hand o 
an early I9th-century travel book with 
hand-coloured illustrations 

H & J /, eit f ond 'daev, h & j abbreviation 
hyphenation and justification 

handle /'hænd(ə)l/ verb to deal with or 
accept responsibility for a situation or 
people 

hand lettering /,hend 'letərıy/ noun 
the drawing of letters by hand, used when 
designing publicity material 

handling charges /‘heendlin 
,tfard31z/ plural noun money to be paid 
for packing and invoicing, for moving 
goods from one place to another, or for 
dealing with something in general o The 
company adds on 596 handling charges for 
processing orders on our behalf. 
handling stiffness /‘heendlin 
,Stifnos/ noun the amount of stiffness in 
paper such as newsprint which is handled a 
lot 

handmade /‘hzndmerd/ adjective made 
by hand, not by machine 

handmade paper /,hendmetd 'perpo/ 
noun paper which is made by hand, using a 
hand mould to take stock from a vat and 
then, after the water has been shaken out, 
dried on felt pads 

hand mould /‘hend mould/ noun a 
wooden frame with a wire mesh bottom, in 
which handmade paper is made 

handout /‘hendaut/ noun a printed 
paper which supports a talk or lecture with 
summaries or other information 

hand press /‘hend pres/ noun a 
printing press which is operated by hand, 
printing one sheet at a time o The book of 
poems was printed on his own hand press. 
hand roller /‘hzend ,roulo/ noun a roller 
used to ink the type by hand on a hand 
press 

hand-set /,hznd 'set/ verb to set metal 
type by hand 

hand-setting /,haend 'setin/ noun the 
setting of a text in metal type by hand 
hand-set type /,hend set 'tarp/ noun a 
type which has been set by hand 

hand sewing /,hend 'sourn/ noun the 
sewing of the sections of a book together 
by hand 

handwriting /hzndraitip/ noun a 
system of putting words on paper using a 


125 


head buyer 





pen or pencil o Everyone has their own 
distinctive style of handwriting. 
handwritten /,hznd'rit(o)n/. adjective 
written with a pen or pencil rather than 
printed by a machine 

hanging figures /‘hen1y ,f1goz/ plural 
noun figures which have ascenders and 
descenders 

hanging indent /,hzgry 'indent/ noun 
a type of indentation where the first line is 
full out and the rest of the paragraph is 
indented. Also called reverse indent 
hanging paragraph /henin 
‘perogra:f/ noun a paragraph with the 
first line full width and the rest indented 
hardback /‘ha:dbek/ noun a copy of a 
book with a board cover. Compare paper- 
back 

hardback rights /‘ha:dbek raits/ 
plural noun the right to publish a hardback 
edition of a book which was originally 
published as a paperback 

hard bargain /,ha:d 'ba:gin/ noun a 
bargain with difficult terms 
hardbound  /ha:dbaond/ 
bound as a book in a stiff cover 
hard cash /,ha:d 'kef/ noun money in 
notes and coins which is ready at hand 
hard copy /,ha:d 'kppi/ noun a printed 
version of a document held on a computer 
hardcover /'ha:dkAvo/ noun PUBL same 
as hardback 

hard currency /,ha:d 'kAronsi/ noun 
the currency of a country which has a 
strong economy and which can be changed 
into other currencies easily o a hard 
currency deal o Exports which can earn 
hard currency for the Soviet Union. o 
These goods must be paid for in hard 
currency. 

hard disk /ha:d disk/ noun a rigid 
magnetic disk usually built into a 
computer, which can store much more data 
than a floppy disk 

hard hyphen /ha:d 'harf(s)n/ noun a 
hyphen which is part of the normal spelling 
of a word. Also called required hyphen 
hard mechanical  /ha:d mri 
'kaenik(9)l/ noun a physical paste-up of 
text and illustrations on paper, ready to be 
photographed. Compare soft mechanical 
hard packing /,ha:d 'paekry/ noun stiff 
paper used to wrap round a printing 
cylinder to give a sharp image when 
printing on hard paper 


adjective 


hard pencil /,ha:d 'pens(a)l/ noun a 
pencil with a hard lead making precise 
grey lines 

hard selling /,ha:d 'selr/ noun the act 
of selling by using great persuasive efforts 
o A lot of hard selling went into that deal. 
hard-sized paper /'ha:d saizd ,perpo/ 
noun paper containing a large quantity of 
size 

hardware — /ha:dweo/ noun the 
machinery of a computer, rather than the 
programs written for it 

hardwood /‘ha:dwud/ noun wood from 
a tree which loses its leaves in winter, as 
opposed to conifers which give softwood 
hardwood pulp /‘ha:dwud palp/ noun 
paper pulp from hardwood trees, which 
gives a bulky opaque paper 

Hart's Rules /'ha:ts ru:lz/ plural noun a 
book of instructions on spelling, hyphena- 
tion and punctuation, originally published 
for the benefit of staff at Oxford University 
Press, but used by most printers and 
publishers (NOTE: The American equivalent 
is the Manual of Style published by the 
University of Chicago Press. The full title is 
‘Hart’s Rules for Compositors and Readers 
at the University Press, Oxford’.) 
Harvard system /ha:vod ,sistom/ 
noun a bibliographic reference system, 
used in academic publishing, in which the 
author and date are given in the text and the 
full reference is supplied in a general list of 
references 

hash /heJ/, hashmark /'hz fma:k/ noun 
US a printed sign (#) which indicates one 
of a series of numbers 

hatching /'hat f15/ noun a series of lines 
drawn across an illustration to indicate 
tones 

head /hed/ noun the top or most impor- 
tant part or person m verb 1. to be the 
manager or the most important person o to 
head a department o He is heading a 
buying mission to China. 2. to put a title to 
a chapter or page, etc. o See the paragraph 
headed ‘Final Comments’. 

headband /'hedbznd/ noun a decora- 
tive strip, often in two colours, along the 
top of the back of the book, inside the spine 
headbox /'hedbpks/ noun a vat of liquid 
pulp from which the pulp passes onto the 
wire mesh to be made into paper. Also 
called flowbox 

head buyer /,hed 'baro/ noun the most 
important buyer in a department store 
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headcap /hedkap/ noun a piece of 
leather binding on the spine, which folds 
over at the top and bottom and is tucked 
into the spine 

headed paper /,hedid 'perpo/ noun 
notepaper with the name of the company 
and its address printed on it 

header /'hedo/ noun 1. (in a document) a 
piece of text that appears at the very top of 
each page, containing e.g. the chapter 
name and the page number. » footer 2. the 
beginning of an e-mail message with full 
information about the recipient's address, 
senders name and address and any 
delivery options 

header block /'hedo blpk/ noun a block 
of data at the beginning of a file, which 
contains the file characteristics 

heading /'hediy/ noun a word, phrase, 
title or name at the beginning of a page, 
section or catalogue entry 

headline /'hedlam/ noun 1. the title at 
the top of a page in a book or the title of an 
article in a newspaper story 2. a spoken list 
of items to be covered in a radio or TV 
news bulletin 

headliner /'hedlaino/ noun a typesetting 
machine which produces display setting 
head margin /'hed ,ma:d3m/ noun the 
margin between the text and the top of the 
page 

head of department /,hed ov di 
‘pa:tmont/ noun a person who is respon- 
sible for a group of people working in the 
same department 

headpiece /'hedpi:s/ noun a decorative 
design at the beginning of a chapter. 
Compare tailpiece 

head up /,hed 'Ap/ verb to be in charge of 
a group o He has been appointed to head 
up our European organisation. 
headword /'hedws:d/ noun the main 
entry word in a dictionary 

heater box /'hi:to boks/ noun a box in 
which a die is placed to be heated before 
tooling 

heatsealed /'hi:tsi:ld/ adjective relating 
to shrink-wrapping which is sealed by 
heating 

heat sealing /'hi:t ,si:lm/ noun the act 
of sealing plastic shrink-wrapping by 
heating it 

heat-set ink /hi:t set ,1pk/ noun ink 
which dries when it is heated, used e.g. in 
a heat-set web offset machine 


heat transfer copier /‘hi:t ,transfs: 
ikppio/ noun a type of small copying 
machine which takes the print dye from 
printed paper and transfers it to another 
surface such as paper or cloth 
heavy /'hevi/ adjective thick or bold o a 
book printed in heavy type 
heavy equipment / hevi r'kwrpmont/ 
noun large machines such as for making 
cars or for printing 
heavy rule /'hevi ru:l/ noun a thick line 
height /hait/ noun a measurement of how 
tall or high something is 
height to paper /,hait to 'perpo/ noun 
the standard height of metal type, 0.918 
inches or 23.3mm in the UK and USA 
hell box /'hel boks/ noun a box in which 
broken pieces of type, or type that is in the 
wrong case, can be put 
hemp /hemp/ noun a plant used for 
making rope and paper 
COMMENT: Hemp waste or old ropes are 
used to make pulp: hemp paper is very thin, 


but strong and opaque. India paper and 
airmail paper can be made from hemp. 


hempel quoin /hemp(9)l korn/ noun a 
quoin used to tighten a forme, by placing it 
in a corner of the forme and tightening it 
with a key 

Hercules graphics adapter 
/harkju:li:z ,grefiks o'dapto/ noun a 
standard for high-resolution mono 
graphics adapter developed by Hercules 
Corporation that can display text or 
graphics at a resolution of 720x348 pixels. 
Abbr HGA 

Her Majesty’s Stationery Office 
/hs: ,madsestiz 'sterf(o)n(o)ri ,pfrs/ 
noun the publications office of the British 
government. Abbr HMSO 

Hewlett Packard LaserJet /,hewlot 
pekard 'lerzod3et/, HP LaserJet /,eit f 
‚pi: 'lerzodset/ noun a laser printer manu- 
factured by Hewlett Packard which uses its 
PCL language to describe a page 
Hewlett Packard Printer Control 
Language /hewlot ,paka:d ,printo 
kon'troul ,lengwid3/ noun a standard set 
of commands developed by Hewlett 
Packard to allow a software application to 
control a laser printer's functions. Abbr 
HP-PCL 

HGA abbreviation Hercules 
adapter 

hickey /‘hiki/, hicky noun a dirty mark 
on a printed sheet made by dust or ink on a 
film or plate 
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hide /haid/ noun leather made from the 
skin of animals older than a calf, used for 
binding large-format books 
hi-end /'ha1 end/ noun a pre-press system 
of larger capacity and range than a DTP 
system, found in specialised trade houses 
high-bulk antique /,ha: balk zen'titk/ 
noun US light, very thick paper, formerly 
used for children's books (NOTE: The UK 
term is featherweight antique.) 
higher learning /,haro 'la:nrp/ noun 
education or study at university level 
highest bidder /,hatast 'bido/ noun a 
person who offers the most money at an 
auction o 7he property was sold to the 
highest bidder. 
high gloss paper /,hai glos 'perpo/ 
noun paper with a very shiny finish 
high-grade /'har greid/ adjective of 
very good quality o a high-grade art paper 
high-level language /hai |ev(o)l 
'laaggwids/ noun a computer program- 
ming language that is easy to use and uses 
natural language 
highlight /haiait/ verb to colour or 
mark text on a document or computer 
screen to make it stand out from the rest 
highlight bump /hailait bamp/ noun 
an act of increasing the sharpness of the 
highlights in a halftone by exposing the 
film to the original a second time, after 
screening 
highlights /‘hatlaits/ plural noun 1. the 
main white or light-coloured parts of an 
illustration 2. characters or symbols treated 
to make them stand out from the rest of the 
text, often by using bold type 
high quality /,har 'kwoliti/ adjective 
very best quality o The firm specialises in 
high quality four-colour printing. 
high-resolution /ha: ,rezo'lu:f(o)n/ 
adjective relating to the ability to display or 
detect a very large number of pixels per 
unit area. Abbr hi-res 
COMMENT: Currently, high-resolution 
graphics displays can show images at a 
resolution of 1024 x 1024 pixels, high- 
resolution printers can print at 600 or 800 
dots per inch and a high-resolution scanner 
can scan at a resolution of 800 or 1200 dots 
per inch. 
high spaces /ha: ,spetsiz/, high 
quads plural noun spaces in letterpress 
which are the shoulder height of the type 
highspeed skip /'harspi:d sk1p/ noun 
a rapid movement in a printer to miss the 
perforations in continuous stationery 


hinge /hind3/ noun a line along which a 
book cover bends, where the front or back 
of the cover joins the spine, strengthened in 
cased books by a strip of gauze 

hinged style /hindsd stail/ noun a 
type of cut flush paperback binding where 
the cover is creased in four places, head to 
foot, and glue is applied to the spine and 
about 3mm to first and last pages 

hire /'haro/ noun the act of paying money 
to rent a car, boat or piece of equipment for 
a time 

hi-res /,har 're1z/ abbreviation high-reso- 
lution 

histogram /'histograem/ noun a graph 
on which the data is represented by vertical 
or horizontal bars 

historical figure /hi,storik(o)] 'f1go/ 
noun a person who was current in the past 
historical novel  /hr'storik(9)l 
'npv(o)l/ noun a type of fiction where the 
action is accurately placed in some definite 
time in the past 

historic cost /hi,storik 'kpst/, histor- 
ical cost /hi,storik(o)] 'kpst/ noun the 
actual cost of something which was made 
some time ago 

hit /hit/ noun 1. a successful match when 
searching a database 2. a response to a 
request sent from an Internet browser 

HM Revenue and Customs / ait f em 
revonju: on 'kAstomz/ noun the UK 
government department which deals with 
taxes on imports and with VAT. Abbr 
HMRC 

HMSO abbreviation Her 
Stationery Office 

holding lines /'həvldıy ,frgoz/ plural 
noun lines on a page design, showing 
where the artwork is to be placed 
holdout /'houldaut/ noun the degree of 
resistance to ink absorption of a piece of 
paper 

holiday entitlement /hbolider ın 
,tart(o)Imont/ noun the number of days’ 
paid holiday which an employee has the 
right to take o She has not used up all her 
holiday entitlement. 

Holland cloth /‘hvland klp0/ noun a 
stiff cloth used to strengthen hinges 
hollander beater /'hpolondo ,bi:to/ 
noun a machine for beating paper pulp 
hollow /'hplou/ adjective empty or with 
nothing inside m noun 1. a space between 
the back and the sewn signatures 2. a paper 


Majesty's 
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tube glued to the spine of a book and to the 
covers, in order to strengthen the binding 
hollow back binding /hblou bæk 
,baindi/ noun binding in which the back 
is not glued to the spine of the book block, 
but is rounded to leave a space between it 
and the sewn signatures. Also called open 
back binding 

hologram /'hplogram/ noun a three- 
dimensional photographic image created 
by laser beams 

holograph /‘holagra:f/ noun a book or 
document written in the authors own 
handwriting 

home country /,houm 'kantri/ noun a 
country where a company is based 
homepage /'houmpeids/ noun 1. the 
opening page of an Internet website 2. 
somebody's personal website on the 
Internet, often containing personal data, 
photographs or contact information 
home-produced products /,houm 
pro,djuirst 'prodakts/ plural noun prod- 
ucts manufactured in the country where a 
company is based 

home sales /,houm 'serlz/ plural noun 
sales in the country where a company is 
based. Also called domestic sales 
home trade /,houm 'trerd/ noun trade 
in the country where a company is based 
honorarium /pno'reoriom/ noun a 
payment made for professional services 
which are usually provided without charge 
hook down /'hok daun/ noun the end of 
a line which runs over to the next line and 
is attached to the line below with a bracket 
hooked plates /'hokt plerts/ plural 
noun plates that have a narrow folded edge 
which hooks round a printed section 
hook up /‘huk Ap/ noun the end of a line 
which runs over to the next line and is 
attached to the line above with a bracket 
hopper /'hppo/ noun the part of a 
finishing machine onto which folded 
sections are loaded so that they can be 
bound 

horizontal axis /,hprizont(o)l 'aeksrs/ 
noun reference lines used for horizontal 
coordinates on a graph 

horizontal dimension /,hori'zont(o)l 
dar,men[on/ noun the width of a page 
from inside margin to outside margin 
horizontal format  /horizont(o)l 
‘formeet/ noun US a book format where 
the spine and foredge are shorter than the 


top and bottom edges (NOTE: The UK term 
is landscape format.) 

horizontal wraparound 
/ horizont(o)l 'raepo,raund/ noun move- 
ment of a cursor on a computer display 
from the end of one line to the beginning of 
the next 

host /hoost/ noun the main computer in a 
system which allows access to online data- 
bases m verb to provide storage space on a 
server computer where a user can store 
files or data, often used to store the files 
required for a website 

hosting /‘houstin/ noun the business of 
putting websites onto the Internet so that 
people can visit them 

hosting option /,houstir 'ppfan/ noun 
any of the different kinds of hosting that a 
business may use when putting a website 
on the Internet and that are usually 
provided by specialist hosting companies 
host service /'houst ,s3:vis/ noun a 
company that provides connections to the 
Internet and storage space on its computers 
which can store the files for a user's 
website 

hot-ground pulp hot graund ,palp/ 
noun paper pulp which has been ground 
with very little water, allowing the pulp to 
become hotter 

hotline /'hptlar/ noun a direct telephone 
line giving direct access, used e.g. for 
quick ordering, for complaints or between 
heads of governments 

hot link /,hot 'Irpk/ noun a command 
within a hypertext program that links a 
hotspot or hotword on one page with a 
second destination page which is displayed 
if the user selects the hotspot 

hot melt adhesive hot melt od 
hi:s1v/ noun binding glue which is heated 
before being used 

hot metal composition /,hvt ,met(o)l 
,kompo'zrf(o)n/, hot metal, hot type 
noun à form of typesetting where charac- 
ters or whole words or lines of type are set 
using molten metal, from instructions 
given to the setting machine on perforated 
tape produced by the  compositor's 
keyboard o The book was set in hot metal. 
o We used hot metal setting for his last 
book. 


COMMENT: Hot metal setting was used both 
for books and for newspapers for over 100 
years. The 'Guardian' newspaper was still 
being set in hot metal in 1987. This type of 
setting is still occasionally used by jobbing 
printers. 
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hot press /'hpt pres/ noun a press used 
to block letters on a cover 


hot-pressed paper /'hot prest ,perpo/ 
noun paper which is pressed between 
heated metal plates to make it smooth 


hot-pressing /,hvt 'presm/ noun the 
blocking of letters on a cover with a hot 
stamp 


hotspot /‘hvtsppt/ noun a special area 
on an image or display that does something 
when the cursor is moved onto it o The 
image of the trumpet is a hotspot and will 
play a sound when you move the pointer 
over it. 


hotword /'hpotwa:d/ noun a word within 
displayed text that does something when 
the cursor is moved onto it or it is selected 


hot zone /'hpt zoun/ noun a text area to 
the left of the right margin in a word-proc- 
essed document, where if a word does not 
fit completely into the line, a hyphen is 
automatically inserted 


house /hauz/ nouna company, especially 
a publishing company o a French 
publishing house o She works for a trade 
publishing house. o We employ six in- 
house keyboarders. 

house ad /‘haus æd/ noun an advertise- 
ment in a magazine, advertising something 
offered for sale by the magazine itself, 
used to fill advertising space that has not 
been sold 


house copy /‘haus ,kppi/ noun a copy 
of a magazine or book used in the 
publisher's offices 


house corrections  /haos ko 
rekf(o)nz/ plural noun corrections noted 
by the proofreaders employed by the 
printer or publisher 


house editor /‘haus ,edito/ noun an 
editor employed by a publishing company 
house journal /‘haus ,d33:n(o)l/ noun 
an internal magazine giving information 
and news to the employees of a company or 
organisation. Also called house maga- 
zine 
*...the new premises are said to be ‘a 
sixth of the cost’ and have better facilities 
for training and meetings... the 
organisation will offer a full package of 
membership benefits as before — 
including Aslib journals from Emerald, a 
range of training courses, and the 
monthly Managing Information house 
journal.’ [Information World Review] 


house magazine /'haus mzgo,zi:n/ 
noun same as house journal 


house organ /'haus ,»:gon/ noun a 
magazine published by a business or other 
organisation for its employees or 
customers, containing information about 
the company, its products and its 
employees 

house reader /'haus ,ri:da/ noun a 
proofreader employed by a printer or 
publishing house 


house style /,haus 'stail/ noun a style 
of writing and presentation that is specific 
to a particular group, company or organisa- 
tion 
COMMENT: The aim of a house style is to 
give consistency to all the products of a 
publishing house, thus making them more 
recognisable to the reading public. In the 
case of magazines, contributors will be sent 
a style sheet which shows how they should 
lay out their contributions. A house style will 
cover many aspects of layout, such as 
headlines, position of folios, typefaces and 
sizes; it will also cover details of spelling 
and punctuation: the form for writing dates 
(1st January 1999 or January 1st, 1999 or 
1st Jan. 1999 or 01.01.99, etc.); the use of 
full stops after abbreviations (Mr or Mr., 
P.O.Box or PO Box, etc.). Most publishing 
companies have their own style sheets 
which are given to editors and form part of 
the training programme for new editorial 
and production staff. Many printers as well 
as publishers have their own house style 
and many follow the style of one of the 
University Presses (Oxford and 
Cambridge). 
house-to-house /,haus to ‘haus/ 
adjective going from one house to the next, 
asking people to buy something o house- 
to-house encyclopedia selling 
how-to book /,hau 'tu: ,buk/ noun US 
same as do-it-yourself handbook 


HP/PCL abbreviation Hewlett Packard 
Printer Control Language 


HTML /,ertf ti: em 'el/ noun a series of 
special codes which define the typeface 
and style that should be used when 
displaying the text and also allow hypertext 
links to other parts of the document or to 
other documents. Full form HyperText 
Markup Language. » SGML, XML 


„html suffix a file extension for an HTML 
file. Full form HyperText Markup 
Language 
COMMENT: Normally used to define screens 
used in the World Wide Web on the 
Internet, similar to SGML; for example, the 
‘<p>’ code means new paragraph, the ‘<b>’ 
code means display in bold. A document 


HTTP 
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coded in HTML can be displayed on any 
viewer software that understands HTML. 


HTTP /,extf ti: ti: 'pi:/ noun a series of 
commands used by a browser to ask an 
Internet web server for information about a 
webpage. Full form hypertext transfer 
protocol 

humidity /hju:'miditi/ noun the amount 
of moisture in a substance such as paper 
Hunter Lab values /hanto leb 
,vaelju:z/ plural noun US colour measure- 
ment scales used to measure colour values 
hurt /ha:t/ verb to harm or damage some- 
thing o The bad publicity did not hurt our 
sales. o The company has been hurt by the 
cuts in educational expenditure. o It won't 
hurt to let the author make a few changes. 
hurt books /'ha:t buks/ plural noun US 
damaged or soiled books, which are then 
sold cheaply 

hybrid library /'haibrid larbrari/ noun 
a place in which information can be 
accessed both in hard copy and electronic 
formats 

hybrid typeface /haibrid 'taipfers/ 
noun a computer-generated typeface 
which combines elements of several faces 
hydrapulper /hardropalpo/ noun a 
tank in which dry pulp and other ingredi- 
ents are added to water when making paper 
hydration /har'drerf(o)n/ noun a condi- 
tion of paper pulp where water does not 
drain away from it through the mesh 
hygrometer /hai'gromito/ noun an 
instrument which measures relative 
humidity 

hype /haip/ noun excessive claims made 
in advertising o all the hype surrounding 
the launch of the new novel m verb to make 
excessive claims in advertising 
hyperlink /‘hatpalink/ noun a word, 
symbol, image or other element in a hyper- 
text document that links to another element 
in the same document or in another hyper- 
text document 

hypermedia /'harpomi:dio/ noun a 
hypertext system that supports the linking 
of graphics, audio and video elements, and 
text 

hypertext /'harpotekst/ noun 1. a multi- 
media system of organising information in 


which certain words in a document link to 
other documents and display the text when 
the word is selected 2. a way of linking one 
word or image on an Internet page to 
another page in which clicking on certain 
words or images moves the user directly to 
the relevant new page 

HyperText Markup Language 
l'harpetekst ,ma:kAp ,lengw1d3/ noun 
full form of HTML 


hypertext transfer protocol 
/ harpotekst 'treensf3: ,prootokpl/ noun 
full form of HTTP 


hyphen /'haif(o)n/ noun a punctuation 
mark (-) used to join two words together, as 
in ‘two-sided’ 

hyphenate /haifoneit/ verb to put a 
hyphen between two characters, or to sepa- 
rate a long word at the end of a line by 
inserting a hyphen o ‘Coordinate’ should 
be hyphenated. o Can you hyphenate 
‘bookshop’ as ‘book-shop’? 
hyphenated /‘haifoneitid/ adjective 
formed of two words joined by a hyphen 
hyphenation /,harifo'nerf(o)n/ noun a 
way of dividing a long word at the end of a 
line by inserting a hyphen 

hyphenation and justification 
program /haifonerf(o)n on ,dsastift 
'kerf(o)n ,preugram/ noun a computer 
program which allows the typesetting 
machine to justify lines automatically and 
to hyphenate correctly words that have to 
be split at the end of a line. Abbr H&J 
program 

hyphenation exception dictionary 
/haifonerf(o)n 1k'sepfon ,dikfon(o)ri/ 
noun a list of words held in a computer 
memory, which either cannot be divided or 
are divided in an unusual way 
hyphenation routine /,haifo'nerf(o)n 
ru:,titn/ noun a computer program which 
automatically divides words at the ends of 
lines and inserts a hyphen 

hyphenless justification /,harfonlos 
,da^stifr'kerf(o)n/ noun justification 
carried out without splitting words 

hypo /'hairpou/ noun photographic fixing 
solution, used to fix the image after the 
film has been developed 


IAP abbreviation ONLINE Internet access 
provider 


IBC abbreviation inside back cover 


ibid /'1bid/, ibidem abbreviation meaning 
‘in the same place’ (NOTE: Used especially 
in bibliographical references, where if 
several references are to the same book, 
the full title is not repeated, but is replaced 
by ibid: ibid, page 324.) 

icon /‘atkpn/ noun a picture or symbol 
that is universally recognised to be repre- 
sentative of something 

iconography /,arko'npgrofi/ noun the 
set of symbols or images used in a partic- 
ular field of activity such as music or 
cinema and recognised by people as having 
a particular meaning 


ICR abbreviation intelligent character 
recognition 

-ics /1ks/ suffix forming nouns referring to 
a science, art or branch of knowledge 


id. abbreviation idem 


ideal /ai'drol/ adjective perfect or very 
good for something o This is the ideal size 
for a pocket dictionary. 

ideal format /ar,dial 'formet/ noun a 
standard large format for photographic 
negatives, used mainly in professional 
equipment 

idem /'idem/ noun a Latin word meaning 
‘the same’, used to refer to a reference 
which has just been used. Abbr id. 

idiot copy /‘Idist ,kppi/ noun a 
keyboarded text without any formatting 
commands 


idiot tape /'1diot terp/ noun a computer 
tape with plain text, without typesetting 
codes, which cannot be typeset until 
formatting data, such as hyphenation, justi- 
fication, line width, and page size, has been 
added by a computer 


idle machinery /aid(o)) mo'fi:nori/ 
noun machines not being used 

idler, idling roller noun a roller on a web 
press which turns freely 

idle time /‘atd(9)l tarm/ noun the time 
when a machine is not being used 
ignorant /'rgnoront/ adjective 1. lacking 
knowledge or education in general or in a 
specific subject 2. caused by a lack of 
knowledge, understanding or experience 
IGT method /,a1 dzi: 'ti: ,meĝəd/ noun 
a method of testing paper absorbency in 
which the paper is printed with a solution 
of Sudan Red in dibutylphthalate 

IGT printability tester /,ar dzi: ti: 
,printo'biliti ,testo/ noun a device for 
printing strips of paper under controlled 
conditions, used to measure oil absorbency 
and pick resistance 

ILL abbreviation inter-library loan 
illegibility /11led31'brliti/ noun the fact 
of being illegible 

illegible /1'led31b(9)l/ adjective so badly 
written that it cannot be read 

illicit /1'listt/ adjective not legal or not 
permitted o the illicit sale of pornographic 
magazines 

illiteracy /1'lit(9)rasi/ noun the inability 
to read or write 

illiterate /1'lit(o)rot/ adjective 1. unable 
to read or write 2. unable to understand or 
operate a piece of technology o He is 
computer-illiterate. 

illuminate /1'lu:mmeit/ verb 1. to illus- 
trate a medieval manuscript 2. to shine 
light on something 3. to make things clear 
by explaining them 

illumination /ilu:mr'nerf(o)n/ noun 
the painting of initial letters in manuscripts 
with gold, silver and colours 

illustrate /‘tlostreit/ verb 1. to draw 
pictures or diagrams to put into written text 


illustrated 
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2. to make a point clear by using examples 
or stories 

illustrated /‘1lostrertid/ adjective 
relating to a text that includes pictures and 
diagrams o The book is illustrated with 
twenty-five full-colour plates. 
illustration /,1la'strerf(a)n/ noun a 
picture, chart or diagram which helps to 
explain the words of a book or talk 
illustration board  /1lo'strerf(o)n 
,bo:d/ noun thick card used for artwork 
illustrator /:ostreito/ noun a person 
who does the drawings or pictures for a 
book 

image /'1mida/ noun 1. a picture or 
reflection of somebody or something 2. in 
computing, an exact replica of an area of 
memory 

image degradation /'imid5 
,degrederf(o)n/ noun a loss of picture 
contrast and quality due to signal distortion 
or bad copying of a video signal 

image master /'imid; ,ma:sta/ noun 
the master type from which characters used 
in phototypesetting are formed 

image scanner /‘1mid3 ,skzno/ noun 
an electronic device that converts pictures 
or drawings into machine-readable form 
image setter /1mids ,seto/ noun a 
typesetting device that can process a Post- 
Script page and produce a high-resolution 
output 

imagesetting /‘1mid3setin/ noun a 
method of typesetting that creates charac- 
ters directly from a computer file 
imaging /‘1m1d31n/ noun a technique for 
creating pictures on a computer screen 
imitate /'1miteit/ verb to do what some- 
body else does o They imitate all our sales 
gimmicks. 

imitation /rmri'terf(o)n/ noun some- 
thing that copies something else 
imitation art paper /,imiterf(o)n 'a:t 
,perpe/ noun smooth calendered paper 
which looks like art paper, but is not coated 
(NOTE: The US term is English finish.) 
imitation cloth /;1miterf(o)n 'klo0/ 
noun cover material which looks like cloth 
imitation leather binding 
/imiterf(o)n leðo  'bamdrm/ noun 
binding in a plastic material which looks 
like leather 

imitation parchment /.1miterf(o)n 
'pa:t fmont/ noun tough paper which is 
slightly transparent through having been 
beaten for some time 


imp. abbreviation PUBL imprimatur 
impact /‘1mpekt/ noun a strong effect or 
influence on something, such as of a 
product on its intended audience 

impact paper /1mpzkt ,perpo/ noun 
paper used to provide multiple copies on 
impact 

impart /imm'pa:t/ verb to communicate 
information or knowledge 


imperfect /rm'pa:frkt/ adjective not 
perfect o a sale of imperfect copies o to 
check a batch for imperfect products 
imperfection /,rmpo'fekfon/ noun an 
item which is not perfect, such as a book 
that has been badly printed or bound o to 
check a batch for imperfections o We have 
asked for a refund because of imperfec- 
tions. 


imperial /rm'proriol/ noun a traditional 
British large paper size, measuring 30 x 22 
inches 


import noun /'impo:t/ the importance of 
something because of the way it is likely to 
affect outcomes o They discussed matters 
of great import. m verb /rm'po:t/ 1. to buy 
goods or services in one country and bring 
them to one's own for sale o We use paper 
imported from Scandinavia. 2. to bring 
something in from outside a system o You 
can import images from the CAD package 
into the DTP program. 3. to convert a file 
stored in one format to the default format 
used by a program o Select import if you 
want to open a TIFF graphics file. 

importation /,rmpo:'terf(o)n/ noun the 
act of importing something o The importa- 


tion of pornographic literature is 
forbidden. 

import duty /'impo:t ,dju:ti/ nouna tax 
on goods imported into a country 
importer /rm'po:to/ noun a person or 
company which imports goods o a paper 
importer o The company is a big importer 
of English paperbacks. 

import levy /1mpo:t ,levi/ noun a tax 
on imports, especially in the EU a tax on 
imports of farm produce from outside the 
EU 

import licence /1:mpo:t lars(ə)ns/, 
import permit /‘Impo:t ,pa:mit/ noun 
documents which allow goods to be 
imported 

import quota /'impo:t ,kwooto/ nouna 
fixed quantity of a particular type of goods 
which the government allows to be 
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imported o The government has imposed 
an import quota on cars. 

imports /'impo:ts/ plural noun books or 
other goods brought into a country from 
abroad for sale o Imports from Poland have 
risen to $1m a year. 

import surcharge /'impo:t 
,S31tfa:dz/ noun extra duty charged on 
imported goods, to try to prevent them 
from being imported and to encourage 
local manufacture 

impose /rm'pouz/ verb 1. to put a tax or 
a duty on goods o to impose a tax on 
imported paper o They tried to impose a 
ban on the sale of anti-government litera- 
ture. o The government imposed a special 
duty on newspapers. 2. to arrange film or 
type so that when the sheet is printed it will 
fold correctly into the right page order 
imposed page proofs /imm,pouzd 
'peids ,pru:fs/ plural noun the last stage in 
page proofs, where the text is arranged in 
pages, in the correct position for making 
films and plates 

imposing stone /im'pouzi stoun/ 
noun a heavy table on which metal type 
and blocks were formerly placed to be 
locked into the chase 

imposition /,rmpo'zrf(o)n/ noun 1. the 
act of arranging the pages of film or type so 
that when a sheet is printed, it will fold 
correctly into the right page order 2. the act 
of putting together the metal type and 
blocks on the imposing stone, to be locked 
into a chase before printing 3. the act of 
putting a tax on goods or services 
imposition scheme /.1mpo'zrf(o)n 
Skizm/ noun a plan showing how the 
pages of a book are imposed on the sheet 
impression /rm'pref(o)n/ noun the 
number of copies of a book or document 
printed on the same print run o The book is 
in its third impression. 

impression cylinder /im'preJ(o)n 
,Silindo/ noun a cylinder which prints the 
image onto the paper 

imprimatur /imprr'meito/ noun 1. 
authority to do, say or print something 2. 
an authorisation allowing a book or other 
work to be published, now usually 
confined to works sanctioned by the 
Roman Catholic Church 

imprint  /rmprint/ noun 1. the 
publisher's or printers name which 
appears on the title page of a book or docu- 
ment or in the bibliographical details 2. a 
brand name under which a book is 


published within a larger publishing 
company, which usually represents a 
specialised subject area 3. a mark made by 
firmly pressing something onto a surface 
COMMENT: Catalogues, advertisements 
and fliers do not need to have an imprint, 
but almost all other printed matter (books, 
newspapers, and even political leaflets) 
must carry two imprints: that of the 
publisher and of the printer. In a book, the 
imprints will normally appear on the reverse 
of the title page as part of the bibliographic 
information; in some countries it is usual to 
have the printer's imprint at the end of the 
book. In a magazine, imprints may be listed 
along with other details of the editors and 
other staff members. 
incidental expenses / insident (9)l 1k 
'spensiz/ plural noun small amounts of 
money spent at various times, in addition 
to larger amounts 
incised /imn'sa:zd/ adjective based on 
letters carved in stone 
inclusive charge /in,klu:siv 'tfa:d3/ 
noun à charge which includes all items 
inclusive type area /in,klu:siv tarp 
'eorio/ nouna type area which includes the 
headers and footers 
increment /i1jkrimont/ noun the 
amount by which something is increased 
incremental plotter /,1kriment(a)l 
'plotə/ noun a plotter which receives posi- 
tional data as increments to its current 
position rather than separate coordinates 
incunable — /m'kju:nob(o)| X noun 
PRINTING same as incunabulum 
incunabulum /,inkju'nzbjulom/ noun 
a book printed from movable type before 
1501 (NOTE: The plural is incunabula.) 
indelible ink /1n,deltb(9)l 'rpk/ noun 
ink which cannot be removed 
indelible pencil Iin,delrb(o)l 
‘pens(a)I/ noun a pencil which makes 
marks that cannot be erased 
indent verb /in'dent/ to leave a space at 
the beginning of a passage of writing 
(NOTE: The opposite is outdent.) m noun 
/'indent/ 1. a blank space at the beginning 
of a line of typesetting, which starts a little 
way in from the left-hand margin o Each 
paragraph begins with a 2 em indent. 2. an 
order placed by an importer for goods from 
overseas on credit o He put in an indent for 
a new stock of children's books. 
indentation /nden'terf(o)n/, inden- 
tion noun the act of making an indent at the 
beginning of a line 
independent /,1indr'pendont/ adjective 
not connected to, influenced by or needing 
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other people or machines to be able to exist 
or work n the independents shops or 
companies which are owned by private 
individuals and are not part of large groups 


independent publisher 
/indipendont 'pAblifo/, independent 
printer noun a publishing or printing 
company which is not controlled by 
another company 


Independent Publishers Guild 
/ndipendent 'pablrfoz ,gild/ noun a 
British organisation representing the inter- 
ests of the many publishers who are its 
members. Abbr IPG 


independent reviewer /,indipendont 
'‘pablifa/ noun a reviewer who is not affil- 
lated with any another company or publi- 
cation 


index /'indeks/ noun 1. an alphabetical 
list of items contained in a book, document 
or computer memory 2. a system by which 
the changes in the value of something can 
be compared or measured o International 
financial indexes compare the value of 
shares. 3. a finding guide to information on 
a specific topic m verb to compile an alpha- 
betical list of contents 


index board /'indeks bo:d/ noun board 
used for printing index cards 


index card /'indeks ka:d/ noun a small 
card containing information and usually 
arranged alphabetically in a card index box 


indexer /'ndekso/ noun a person who 
compiles indexes for books 


indexing /'mdeksm/ noun the use of 

alphabetical methods to organise informa- 

tion 
COMMENT: An index is usually set in smaller 
type than the text and in two or more 
columns to the page. Normally an index will 
begin on a right-hand page, and will be 
folioed consecutively from the text pages. 
Bold and italic can be used to highlight 
important or less important items in an 
index (as, for example, the page references 
to illustrations). It is always useful to have a 
note at the beginning of an index to explain 
how it has been compiled and the meaning 
of the various typefaces or symbols used. 
Indexing was formerly done manually, with 
the indexer going through the text and 
making filing cards for the items; there are 
now computer indexing programs, in which 
the words in the text are flagged and the 
computer then automatically lists them in 
alphabetical order, together with the 
numbers of the pages on which the words 
fall. 


indexing language — /indeksi 
langwid3/ noun language used in 
building library or book indexes 

index letter /:ndeks leta/, index 
number /'nambo/ noun a letter or number 
which identifies an item in an index 
Index Librorum Prohibitorum 
/ Indeks li: bro:rom ,proohibr'torrom/ 
noun a list of books banned by the Catholic 
Church. Also called The Index 

Index Translationum /,ndeks trzens 
Ja:ti'eunem/ nouna list of all translations 
published in the world, published each 
year by UNESCO 

India ink /indio rpk/, Indian ink 
/‘Indion rgk/ noun very black indelible 
ink, made from lampblack and glue 

india paper /indio ,perpo/ noun 
extremely thin good-quality opaque paper, 
about 30gsm, which is nevertheless quite 
strong, used for printing books with a large 
number of pages such as bibles which 
would be very thick if ordinary paper were 
used 

indicia /mn'disio/ noun US the mailing 
permit printed on a prepaid envelope or 
card 

indirect /,mdar'rekt/ adjective not done 
by the shortest or most obvious method 
indirect expenses /indamekt 1k 
'spensiZ/, indirect costs /,ndairekt 
'kpsts/ plural noun costs which are not 
directly attached to the making of a 
product, such as cleaning, rent and admin- 
istration 

indirect labour costs /,1ndairekt 
'lerbə ,kpsts/ plural noun the costs of 
paying employees who are not directly 
involved in making a product, such as 
secretaries and cleaners 

indirect printing /,indairekt 'printi/ 
noun printing where the printing plate does 
not touch the paper, as in offset printing 
indirect process / 1ndarrekt 
‘prouses/ noun the process of reproducing 
an image as in a plain-paper copier, where 
an image of the original is transferred to 
the copy paper without the original 
touching the paper 

indirect screening — /1ndairekt 
'skriinin/ noun a colour origination 
method resulting in continuous tone sepa- 
rations 

individual /1indr'vidguol/ adjective 
relating to one single person or thing rather 
than to a group m noun one single person o 
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a savings plan made to suit the require- 
ments of the private individual 


industrial training — /in,dastriol 
'treinin/ noun the training of new 
employees to work in an industry 


industry /‘Indostri/ noun a group of 
companies making the same type of 
product o the publishing industry o the 
printing industry o the newspaper industry 
inertia selling /i'n3:fo ,selip/ noun a 
method of selling items by sending them to 
people who have not ordered them and 
assuming that if they are not returned, the 
person who has received them is willing to 
buy them 


infect /in'fekt/ verb to copy to a 
computer system a computer virus that is 
capable of damaging the system's 
programs or data 


inferior /in'frorio/ adjective 1. not as 
good as others o inferior products o prod- 
ucts of inferior quality 2. referring to 
figures or letters which are set in smaller 
size and printed below the baseline height 
(NOTE: Used in printing chemical formulae, 
such as: CO,. Inferior letters are also 
sometimes used, as in NO, (nitrous 
oxides). The opposite is superior.) 


infomediary /'infou,mi:diori/ noun a 
business or website that collects informa- 
tion about customers for use by other 
companies 


inform /in'fo:m/ verb to tell somebody 
something officially o We are pleased to 
inform you that your book has been 
accepted for publication. 

information  /1nfo'merf(o)nD noun 
knowledge given to somebody in a form 
they can understand 


information age  /1info'merf(o)n 
,e1d3/ noun a period characterised by 
widespread electronic access to informa- 
tion through the use of computer tech- 
nology 


information appliance — /1nfo 
'merf(o)n o,plarons/ noun a small port- 
able digital ^ information-processing 
machine compatible with an electronic 
network 


information architecture — /nfo 
'mer(o)n ,a:krtekt fə/ noun the design of 
something such as a website or database so 
that the information is presented in the 
most efficient and accessible manner. Abbr 
IA 


information bureau /1nfo'merf(o)n 
,bjueroeu/ noun an office that gives infor- 
mation 


information processing 
/infomerf(o)n 'prousesin/ noun the 
organisation, manipulation, analysis and 
distribution of data, nowadays typically 
carried out by computers 


information retrieval /,info'merf(o)n 
ritritv(o)l/ noun the process of locating 
quantities of data stored in a database and 
producing useful information from the data 


information superhighway 
/ infomerJ(o)n ,su:po'harwer/ noun the 
worldwide computer network that includes 
the Internet, private networks and proprie- 
tary online services. It permits the rapid 
sending of many different forms of data, 
including voice, video and text. 


information technology 
/ 1nfomer/(o)n tek'nplodsi/ noun the use 
of technologies from computing, elec- 
tronics and telecommunications to process 
and distribute information in digital and 
other forms. Abbr IT 


infrared /1infro'red/ noun a form of 
invisible light, below the visible red level 
on the light scale. Abbr IR 


infrared photography /nfrored fo 
'tngrofi/ noun the taking of photographs 
using an infrared camera, which shows up 
heat sources 


infringe /in'frinds/ verb to break a law 
or aright o to infringe a copyright to copy 
a copyright text illegally 


infringement of copyright /m 
.frindamont ov 'kpbpirait/ noun same as 
copyright infringement 

ingrain paper /ingrem  ,perpo/, 
ingrained paper noun paper with a rough 
finish 

in-house /,in 'haus/ adjective relating to 
staff who are employed to work directly for 
a company o the in-house staff m adverb 
done internally by a company o We do all 
our data processing in-house. o The colour 
artwork cannot be done in-house and has 
to be sent outside. 


in-house training /,1n haus 'treinm/ 
noun training given to staff at their place of 
work 

initial /i'nif(o)/ adjective happening at 
the start of a process m verb to sign some- 
thing using only the first letters of one's 
names m noun the first letter of a word or 
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line o Each paragraph should start with a 
20 point initial. 

initial capital /rnrf(o) 'kaprit(o)l/ 
noun the capital which is used to start a 
business o He started the business with an 
initial expenditure or initial investment of 
£500. 

initial caps /i'nrf(o)l kaeps/ plural noun 
an instruction to make the first letter of 
each word a capital 

initial print run /r,nrf(9)l 'print ,rAn/ 
noun the first print run of a new book o 
When the subscription orders began to 
come in, the initial print run was increased 
from 10,000 copies to 25,000. 

initials /'nrf(o)lz/ plural noun the first 
letters of a person's names 

initial sales /1,nrf(o)l 'seilz/ plural noun 
the first sales of a new product 

Initial Teaching Alphabet /1,n1/(5)l 
'titt fry ,2elfobet/ noun an alphabet of 44 
symbols, each representing a single sound 
in English, used to teach children to read 
initiate /1'n1fieit/ verb to start something 
o to initiate discussions 

initiating editor /1'ntfiertry , edrto/ 
noun an editor at a magazine or book 
publishing house whose job is to start new 
projects, then pass them on to in-house 
copy editors for completion 

initiative /r'nrfotrv/ noun a decision to 
start something 

injunction /1n'd3Ank f(o)n/ noun a court 
order telling somebody not to do some- 
thing o He got an injunction preventing the 
company from publishing her memoirs. o 
The company applied for an injunction to 
stop their rival from marketing a similar 
product. 

ink /tjk/ noun a coloured liquid for 
writing or printing m verb to apply ink to 
something 

ink block /'rgk blpk/ noun a block of 
hard black ink, used in Chinese and Japa- 
nese calligraphy 

inker /'15ko/ noun a system of rollers and 
baths which put ink onto the printing 
surface 

ink misting /‘1nk ,mıstıy/ noun a fault 
which can develop in very fast printing 
presses, where the ink becomes a fine mist 
and so prints a faint image 

ink rollers /‘1jk ,rouloz/ plural noun 
rollers for distributing ink on a printing 
press 


ink rub /'rpk rab/ noun dirty marks on 
printed paper, caused when it rubs against 
the ink on other pages during binding 

ink set-off /'19k set pf/ noun a defect in 
printing where the wet ink from one 
printed sheet marks another sheet 

ink slab /'1nk slaeb/, ink table noun a flat 
surface across which an ink roller is rolled 
to make sure the ink is evenly distributed 
ink tack /'1pk tak/ noun the degree to 
which the ink used in a printer sticks to the 
paper without causing problems by 
slowing the paper down during the printing 
process 

inland freight charges /,mlond 'freit 
it fazd31z/ plural noun charges for carrying 
goods from one part of the country to 
another 

inland postage /1nlond 'poustid3/ 
noun postage for a letter to another part of 
the country 

inline /1inlam/ noun a typeface where 
each character is formed of a black outline 
with the centre of the stroke left white 


inner forme /,moa 'fo:m/ noun a forme 
which carries the inside pages of a section, 
the outer forme carrying the outside pages, 
and prints on the other side of the paper 
inner margin /,1ino 'ma:d31n/ noun the 
margin on the side of a page nearest the 
binding 

innovate /'1inooverit/ verb to bring in new 
ideas or new methods 

innovation /,1no'verf(a)n/ noun a new 
product or method of doing something 
innovative /‘moveitiv/ adjective 
making or suggesting interesting changes 
or new ideas 

innovator /':noveito/ noun a person 
who brings in new ideas and methods 

in print /,1n 'print/ adjective 1. still being 
printed and still available in the bookshops 
or from the publisher o a list of current 
books in print o The book was first 
published in 1902 and is still in print. 
(NOTE: The opposite is out of print or O/P.) 
a 250,000 copies in print 250,000 copies 
of the book have been printed, though 
possibly in several editions and over 
several years 2. appearing in a book or 
journal 


input /'inpot/ noun information put into a 
computer memory m verb to enter data into 
a computer n to input information to put 
data into a computer 
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input device /‘mput dr,vars/ noun a 
device such as a keyboard or barcode 
reader, which converts information into a 
form that a computer can understand and 
transfers the information to the processor. 
Compare output device 
input tax /'ınput taks/ noun VAT paid 
on goods or services which a company 
buys 
in quires /1n 'kwaroz/ plural noun same 
as in sheets 
inscribe /in'skraib/ verb to write some- 
thing, especially to write a note inside a 
book when giving it to somebody o The 
book is inscribed 'With best wishes to 
John, from the author’. 
inscription /in'skripfon/ noun words 
written on a monument, book or other 
object as a commemoration, dedication or 
greeting 
insert /'inss:t/ noun additional informa- 
tion printed on a separate sheet of paper 
and put inside a magazine or document m 
verb 1. to put something in o to insert a 
clause into a contract o to insert a 
publicity piece into a magazine mailing o 
to insert a section into a signature o The 
author wanted to insert two paragraphs on 
page one. 2. to add new text inside a word 
or sentence 
inserted book /'inss:tid bok/ noun a 
book with inserts added in the middle of 
signatures 
insertion /rn's3:/(o)n/ noun 1. material 
inserted into a text o The author's inser- 
tions will cost a lot of money. o The editors 
have made so many insertions that it will 
be simpler to reset the book. 2. an adver- 
tisement put into a magazine or newspaper 
o Some papers give three insertions for the 
price of two. 
insert mode /'inss:t mood/ noun an 
interactive computer mode used for editing 
and correcting documents 
COMMENT: This is a standard feature on 
most word-processing packages where the 
cursor is placed at the required point in the 
document and any characters typed will be 
added, with the existing text moving on as 
necessary; when the insert mode is off, new 
text will erase the existing text. 
inset /'inset/ noun 1. a section of printed 
pages inserted in the middle of a signature 
before it is sewn 2. a small picture in a box 
inside a larger picture giving detail m verb 
1. to sew or glue a page or section in the 
middle of a signature 2. to place a small 
drawing in a box in a larger drawing o 


There is a town-plan inset into the corner 
of the map. 

insetted book /'insetid buk/ noun a 
book with insets added in the middle of 
signatures 

insetted imposition /,msetid ,rmpo 
'z1f(o)n/ noun an imposition in which 
sections are imposed to inset one inside 
another 

insetter /'nseto/ noun a device which 
automatically inserts one signature inside 
another 

in sheets /'m fi:ts/ plural noun flat 
unbound printed sheets. Also called in 
quires 

inside back cover /insaid bæk 
'kAvo/, inside front cover /,insaid ‚frant 
'KAvo/ noun 1. the inside of the back cover 
of a book, used for author information or 
for supplementary matter o We will start 
the blurb on the back and continue on the 
inside back cover. 2. advertising pages on 
the inside of the cover of a magazine. Abbr 
IBC 

inside cover /1n,satd 'kAvo/ noun the 
inside of the cover 

inside edge /in,said 'edz/, inside 
margin noun the edge of a piece of text or 
a margin which is near the binding 
inside worker /'insaid ,w3:ko/ noun an 
employee who works in an office or 
factory, not in the open air 

inspect /i'spekt/ verb to examine 
something in detail o to inspect an instal- 
lation o to inspect the accounts a to 
inspect printed sheets for defects to look 
at sheets in detail to see if they have any 
defects 

inspection copy /in'spekfon ,kppi/ 
noun a copy of a publication sent or given 
with time allowed for a decision to 
purchase or return it 

inspector /in'spekto/ noun an official 
who inspects something 

inspector of factories /in,spektor ov 
'faekt(o)riz/ noun a government official 
who inspects factories to see if they are 
safely run. Also called factory inspector 
install /1n'sto:l/ verb to set up equipment 
so that it is ready for use 

installation /1nsto'lerf(o)n/ noun the 
act of putting new machines into an office 
or a factory o to supervise the installation 
of new equipment 

instalment /in'sto:Imont/ noun 1. a 
small amount paid at regular intervals as 


instant 
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part of a larger total o They paid for the 
encyclopedia in six monthly instalments. 2. 
a part-section of a book or magazine 
published at regular intervals o The novel 
has been serialised in ten instalments. 


instant /‘instont/ adjective immediately 
available 

instant publishing / 1nstont 
‘pAblifin/ noun the publishing of topical 
books immediately after the event, such as 
on the World Cup or a royal wedding 
institutional /1nstr't juzf(o)n(o)l/ 
adjective relating to an official organisa- 
tion 

institutional purchase 
/institjurf(o)n(o) 'psitfas/ noun the 
buying of books by schools, local authori- 
ties or libraries 


instruct /in'strAkt/ verb to teach some- 
body how to do something 

instruction /m'strakfan/ noun clear 
and detailed information about how to do 
something, published in a manual or typed 
into a computer to cause the machine to 
work 

insufficient feed /,1nsofrf(o)nt 'fi:d/ 
noun a situation where the paper is not fed 
into the press quickly enough, increasing 
the tension on the paper actually in the 
press and so increasing the likelihood of a 
web break 

insurance cover /in'foorons ,kavo/ 
noun protection guaranteed by an insur- 
ance policy o Do you have insurance cover 
against libel? 

intaglio process /in'ta:lioo ,prouses/ 
noun any printing process where the ink is 
in recesses cut into the plate, the flat 
surface of the plate being wiped clean 
before printing 

integrate /'intigreit/ verb to link things 
together to form a united whole 
integrated book /intigreitid. bok/ 
noun a book with text and illustrations on 
the same page 

integrated digital network 
/ intigreitid ,didzit(o9)] 'netwat:k/ noun a 
communications network that uses digital 
signals to transmit data 

integrated production system 
/ intigreitid pra'dakfan ,sistom/ noun a 
printing system where all the processes are 
linked automatically 

integrated publishing house 
/intigreitid. 'pablifin ,haus/ noun a 


publishing house which publishes in hard- 
back and has its own paperback list 
Integrated Services Digital 
Network / intigrertid ,S31VISIZ 
,didait(9)] 'netwa:k/ noun a service 
which provides high-quality telecommuni- 
cations such as facsimile transmission and 
video conferencing. Abbr ISDN 
intellectual /,mtr'lektfuol/ adjective 
having a highly developed ability to think, 
reason and understand, especially in 
combination with wide knowledge 
intellectual property /ntilekt fool 
'prppoti/ noun original writing, ideas, 
inventions, works of art or music which are 
the property of the creator, and protected 
by copyright law 

intelligent /in'telidgont/ adjective 1. 
having a built-in electronic processing and 
data storage ability 2. programmed to be 
able to adjust to changes in the environ- 
ment and make deductions from informa- 
tion being processed 

intelligent character recognition 
hn,telidgont "'karrkto |, rekogniJ(o)n/ 
noun an advanced form of OCR which can 
recognise a number of different typefaces. 
Abbr ICR 

intelligent spacer  /im,telidsont 
'sperso/ noun a facility on a word- 
processing system used to prevent words 
from being hyphenated or separated at the 
wrong point 

interactive /intor'ektrv/ adjective 1. 
working together for the exchange of infor- 
mation 2. relating to a computer program 
that responds to user activity, so that it can 
be changed while running o The computer 
game was interactive, so the players could 
get answers to their questions. 
interactive processing /,intorektiv 
‘prousesin/ noun a computer mode that 
allows the user to enter commands, 
programs or data and receive immediate 
responses 

interactive system — /intorzktiv 
'sistom/ noun a computer system where 
the operator and the computer can commu- 
nicate with each other 

interactive video  /intorzektiv 
'vidiou/ noun a system using a computer 
linked to a video disk player which allows 
the user to answer questions in order to 
move on to the next picture 

intercalate /,1nto'keleit/ verb to insert 
things in between a series of items o Blank 
pages are intercalated between each page 
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of the book, so that the user can write 
notes. 

intercharacter spacing 
/intokarokto 'speism/ noun a word- 
processor feature that provides variable 
spacing between characters to create a 
justified line. » interword spacing 
interest-free credit /introst fri: 
'kredit/ noun an arrangement to borrow 
money without paying interest on the loan 
interface /'intofeirs/ noun the point at 
which two systems contact each other m 
verb to connect and act with something o 
The office micros interface with the main- 
frame computer at head office. 

interfere /,1nto'fro/ verb to cause diffi- 
culty with other people's affairs 
interference — /1into'frorons/ noun 
unwanted signals causing difficulty in 
reception on a computer or broadcasting 
system 

interlay /intoley/ noun paper or card 
placed under a letterpress printing plate to 
lift it to type height or to increase pressure 
on the dark image areas 

interleaf /'1ntoli:f/ noun an extra sheet or 
page, usually a blank one, inserted into a 
book 

interleave /,1ntoa'li:v/ verb to add extra 
sheets or pages, usually blank ones, 
between the pages of a book, e.g. to allow 
for notes or to protect illustrations 
interleaving /1nto'lizviry/ noun the 
addition of blank paper between printed 
sheets to prevent set-off 


interlinear ^ /1into'lmio/ adjective 
between lines 
interlinear spacing  4/1ntolinio 


'speisrp/, interline spacing noun the 
insertion of spaces between lines of text to 
make it more legible 

interlinear translation  /intolinio 
traens'lerf(o)n/ noun a translation printed 
in small characters between the lines of a 
text 

intermediates /1nto'mi:diots/ plural 
noun films used in intermediate stages of 
reproduction before producing the final 
films 

internal audit /1n,t3:n(2)l 'o:dit/ noun 
an audit carried out by a department within 
the company 

internal audit department /in 
,t3:n(9)] 'o:dit. di,pa:tmont/, internal 
auditor /in,t3:n(o) 'o:dito/ noun a 
department or member of staff in a 


company who audits the accounts of that 
company 

internal editorial department /ın 
,t3:1n(9)l ,edi'torrial dr,pa:tmont/ noun 
an editorial department which works in a 
company 

internally /in't3:n(o)li/ adverb inside a 
company o The job was advertised inter- 
nally. 

internal sizing /tn,ts:n(0)l 'sarzıņ/ 
noun the adding of size to the pulp before 
paper is made 

international /,mto'nzJ(s)nol/ adjec- 
tive relating to different countries 
international dialling code 
/1ntenaj(o)nol 'daralin ,kəud/ noun a 
numerical code which allocates specific 
numbers to each country to make it 
possible to dial directly without using an 
operator 

international lawyer /,1intonzf(o)nol 
'Jorjo/ noun a person who specialises in 
international law 


International Standard Book 
Number  /intonzef/(o)nol] ,stændəd 
'buk ,nambo/ noun a system of identi- 
fying publications by specific numbers 
relating to publishers and titles. Abbr ISBN 


International Standard Music 
Number  /intonef(o)nol]  ,staendod 
'mju:zik ,nambo/ noun a system for iden- 
tifying editions of published music. Abbr 
ISMN 


International Standard Serial 
Number  /1intonzef/(o)nol]  ,standod 
'storiol ,nambo/ noun a system for identi- 
fying publications of journals and their 
publishers. Abbr ISSN 


International Standards Organisa- 
tion / intone f(o)nol 'staendoz 
,genaizerf(o)n/ noun an organisation 
that controls the standards of production 
for goods and services worldwide. Abbr 
ISO 

international trade /,ntonz(o)nol 
'trerd/ noun trade between different coun- 
tries 

internegative /,nto'negotiv/ noun a 
colour negative 

Internet /:ntonet/ noun a system of 
computer communication which allows 
international access to databases and elec- 
tronic mail systems 

Internet protocol l'intonet 
,preutokpl/ noun a TCP/IP standard that 


Internet protocol address 
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defines how data is transferred across a 
network. Abbr IP 


Internet protocol address / intonet 
|preutokpl o'dres/ noun a unique, 32-bit 
number which identifies each computer 
connected to a TCP/IP network. Abbr IP 
address 


Internet service provider /ntonet 
'S3IVIS pro,vaido/ noun a business that 
provides access to the Internet, usually for 
a monthly fee. Some large providers offer 
users a wide range of news, information 
and entertainment services. Abbr ISP 


interpolation /1n,t3:po'lerf(o)n/ nouna 
calculation of intermediate values between 


two points 
COMMENT: Interpolation is often used in 
image manipulation software when 


resolution or size increases are required. It 
is the process by which pixel data is 
‘invented’ to fill in the gaps between known 
points. 
interpret /in'ts:prit/ verb 1. to change 
what is spoken in one language to another 
o My assistant speaks Italian, so he will 
interpret for us. 2. to decide on the 
meaning of a communication 


interpreter /in'ts:;prito/ noun 1. a 
person who is used to translate somebody’s 
speech into another language 2. software 
used to translate from one computer 
system to another 

interrogation mark /in,tero'gerf(o)n 
,mazk/ noun same as question mark 
interstitial /,1nto'stif(a)l/ noun a page 
of advertising which is inserted into a 
website 

Intertype /'intotarp/ a trade name for a 
hot metal typesetting machine which casts 
slugs of type 

interword spacing  /intowa:d 
'speisrp/ noun variable spaces between 
words used to justify line endings 
intranet /'intronet/ noun a private 
network of computers within a company 
which provide similar functions to the 
Internet 

in tray /'in trei/ noun a basket on a desk 
for letters or memos which have been 
received and are waiting to be dealt with 
intro /'introu/ noun the first section of a 
text. Full form introduction 

introduce /,ntro'dju:s/ verb to make 
somebody get to know a new person or 
thing 


introduction /,intro'dAkf(o)n/ noun 1. 
the first part of written text or spoken infor- 
mation which tells what the rest of the 
document or talk is about 2. a book that 
provides elementary information on a 
specific subject o ‘An Introduction to 
Library Management’ 

introductory offer /ntrodAkt(o)ri 
'pfo/ noun a special price offered on a new 
product to attract customers 
introductory paragraphs /,:ntro 
'dAkt(o)ri ,parogra:fs/ plural noun para- 
graphs which introduce a subject or para- 
graphs at the beginning of a text 
inventory /'invont(o)ri/ noun a written 
list of the assets owned by an organisation 
o The manager asked for an inventory of 
the library holdings. m verb to make a list 
of stock or contents 

inventory control /invont(o)ri kon 
,reul/ noun a system of checking that 
there is not too much stock in a warehouse, 
but just enough to meet requirements 
inversion /rn'va:f(o)n/ noun the act of 
changing something into its opposite 
invert /in'va:t/ verb to turn something 
upside down 

inverted commas /in,v3:tid 'komoz/ 
noun punctuation marks (* °) indicating 
speech or quotations 

investigate — /in'vestigeit/ verb to 
examine something which may be wrong 
investigative journalism — /in 
,Vestigotiv 'dsa:noliz(o)m/ noun a type 
of journalism where reporters try to find 
out and publish the truth about corruption 
or government mismanagement, etc. 
invisible /n'vizib(o)l/ adjective relating 
to a guide or object that is visible on a DTP 
page or graphics layout during the design 
phase, but is not printed 

invoice /'invors/ noun an official docu- 
ment listing the goods or services supplied 
and stating the amount of money owed m 
verb to send an invoice to somebody o The 
company were invoiced on November 10th. 
invoice price /'invors prats/ noun the 
price of something as given on an invoice, 
including discount and VAT 

invoicing /'ınvorsıy/ noun the sending 
of invoices o Our invoicing is done by the 
computer. 

invoicing department /1invoisi dı 
ppaitmont/ noun a department in a 
company which deals with preparing and 
sending invoices 
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ion deposition /'aron ,depoziJ(o)n/ 
noun a reproduction process, where toner 
adheres to an electrically charged area of 
paper 
IP abbreviation Internet protocol 
IPA noun characters adopted as an interna- 
tional system for representing the sounds 
used in speaking words. Full form interna- 
tional phonetic alphabet 
IP address /,a1 'pi: o,dres/ abbreviation 
Internet protocol address 
IPG abbreviation Independent Publishers 
Guild 
IR abbreviation infrared 
irregular /rregjolo/ adjective 1. not 
regular or not straight o The spacing on 
page 25 is very irregular. 2. not correct or 
not done in the correct way o irregular 
documentation o This procedure is highly 
irregular. 
irregularity /1,regjo'lzriti/ noun some- 
thing which is not done in the correct way 
and which is possibly illegal o The audi- 
tors discovered serious irregularities in the 
company accounts. o We are not aware of 
any irregularities in the way the contract 
was drawn up. 
ISBN abbreviation International Standard 
Book Number 
COMMENT: An international system for 
books, in which each book is given its own 
particular number. Currently the ISBN is 
made up of ten digits; the first digit refers to 
the language (0 and 1 are the digits for 
English); the next group of digits (three, four 
or even six) refer to the publisher; the third 
group refer to the book; and the final digit is 
a check digit. From 2007, ISBNs will be 
made up of 13 digits, with the ISBN-10 
number preceded by a 3-digit product code. 
ISBNs are used for cataloguing and 
ordering, and can be used for automatic 
stock movements if they are printed on the 
back of the book in the form of a barcode 
which can be read with a light pen. 
ISBN-10 /,ai es bi: en 'ten/ noun the 
original format for ISBNs, consisting of 10 
numbers representing the group of origin, 
the publisher, the title and a final check 
digit 
ISBN-13 /ai es bi: en 03:'ti:n/ noun the 
new format for ISBNs, adding a further 3 
digits which represent the product code 
and allow a greater number of ISBNs to be 
generated in future 


ISDN abbreviation Integrated Services 
Digital Network 


ISMN abbreviation International Standard 
Music Number 


ISO abbreviation International Standards 
Organisation 
ISO paper sizes /ar es oo 'perpo 
,SaIZIZ/ plural noun international metric 
paper sizes 
COMMENT: The ISO sizes are based on a 
ratio of height to width of 1 to 1.414. The 
largest size is AO (841 x 1189mm), and all 
other sizes are derived from this, with in 
each case the longer side being half the 
size of that of the previous size. ISO A 
papers are used for printing, B papers are 
for posters, and the C papers for envelopes. 
isotype /‘atsoutarp/ noun a symbol in 
the form of a little picture, developed by 
the Isotype Institute in Vienna 
ISP abbreviation ONLINE Internet service 
provider 
ISSN abbreviation International Standard 
Serial Number 
COMMENT: An international system used on 
periodicals, magazines, learned journals, 
etc. The ISSN is formed of eight digits, 
which refer to the country in which the 
magazine is published and the title of the 
publication. 
issue /'rfu:/ noun a particular edition of a 
journal or magazine m verb to give out or 
lend something o The library books were 
issued to the students. 
IT abbreviation COMPUT information tech- 
nology 
ital. abbreviation PUBL 1. italic 2. italics 
italic /1'teelik/ adjective, noun a style of 
typeface which slopes to the right and is 
thinner than roman, used for display, to 
emphasise a piece of text, or to show a 
difference from roman o The headings can 
be printed in 9 point italic. o Italics are 
often used to emphasise a single word ina 
text. 
COMMENT: As its name suggests, italic type 
was developed in ltaly in the late 15th 
century, and was based on chancery script. 
It was originally used for complete texts, 
and only became used as a secondary face 
in the 18th century. True italic characters 
are designed to slope and match the roman 
characters for the same letters; they differ 
from them in design, however, notably the 
letters ‘a’ and ‘g’. Computer-generated 
italics are not true italics, but are roman 
characters which are made to slope 
sideways. They are known as sloped 
roman. When marking a MS or proof, italic 
is instructed by underlining the word or 
character with a single line. 
italicisation /1,tzlrsar'zerf(o)n/, italici- 
zation noun the act of putting text into 
italics 
italicise /1'tzlisatz/, italicize verb to put 
text into italics o The headings should be 
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italicised. o Can we try italicising the foot- ivory board /'atvori bo:d/ noun fine 
notes to see if they are clearer? white board made by laminating two layers 
itinerary /ar'tznorori/ noun a list of of fine paper together 

places to be visited on one journey oa ivory paper /'aivori ,perpo/ noun thick 
rep's itinerary creamy white writing paper 


jacket /'d3aekit/ noun a paper or plastic 
cover for a book m verb to put a jacket on a 
book o The book is available in paperback, 
or in boards jacketed. o Jacketing costs an 
extra 5p per copy. o The books have been 
printed and bound, and are now in the 
jacketing department or are now being 
jacketed. 

jacket design /‘d3zkit dr,zam/ noun 
the design of a book jacket 

jacket designer /'dzækıt dr,zamno/ 
noun a person who designs book jackets 
jam /d3æm/ verb 1. to stop working 
because something is blocked or stuck o 
The printer's jammed. 2. to interfere with a 
radio or electronic signal so that it cannot 
be received clearly 

Japanese paper /,d3zpoa'ni:z ,perpo/ 
noun thin white handmade paper, made 
from the bark of the mulberry tree, used for 
prints, drawings, etc. 

Japanese vellum  /dszepo'ni:z 
,Vvelom/ noun thick Japanese paper 

jaws /djo:z/ plural noun a set of teeth 
which hold something in a machine 

JDF abbreviation job definition format 
jerks /d3s:ks/ plural noun a sudden 
pulling of the paper as it passes through a 
web-fed printing machine 

jiffy bag /dzifi baeg/ noun a padded 
envelope used to protect goods which are 
sent through the post 

job /d3pb/ noun 1. any task which needs 
to be done 2. work that is done to earn 
money 

job bag /'d3pbb beg/ noun a bag used by 
a printer to contain all the documents and 
samples relating to a particular job 
jobber /'d5bbo/ noun US a book whole- 
saler 

jobbing /'dapbrp/ noun the activity of 
doing small pieces of printing work 


jobbing font /‘dgpbm font/ noun a 
display font used for advertisements and 
posters 

jobbing machines /'d3pbry mo, fi:nz/ 
plural noun small printing machines, 
usually platens, used by jobbing printers 
jobbing printer /'d3bbry ,printa/ noun 
a person who undertakes small printing 
jobs 

jobbing work /'daobm wsa:k/ noun 
small printing jobs such as posters, letter- 
heads and business cards 

job case /'dapb kers/ noun a case 
holding both capital and lower case letters 
of a particular font 

job classification /dzob klæsıfı 
,Kerf(9)n/ noun the description of jobs by 
listing them under various classes 

job cuts /'d3ob kats/ plural noun reduc- 
tions in the number of jobs 

job definition format /,daob deft 
'nrf(o)n ,for:meet/ noun a standardised set 
of guidelines for describing a print job 
which links together all the parts of the 
production, printing and finishing process. 
Abbr JDF 

job description /'dzob di,skrrpfon/ 
noun an official statement of what a job 
involves 

job evaluation /'d3pbb rvzelju,erf(o)n/ 
noun the examination of different jobs 
within a company to see what skills and 
qualifications are needed to carry them out 
job lot /,d3pb 'Ipt/ noun a group of 
miscellaneous items such as remaindered 
books or used printing equipment, which 
are sold together, and where the buyer must 
buy the whole lot o He sold the contents of 
the paper warehouse as a job lot. 

job number /dgpb 'nambo/ noun an 
identification number given to a specific 
printing project 


job satisfaction 
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job satisfaction /'d3vb sztrs,fzek fon/ 
noun an employee's feeling of being happy 
in his or her place of work and pleased with 
the work being done 


job security /‘dgpb srkjuorrti/ noun 
the feeling that an employee has of being 
able to stay in a job as long as he or she 
wants 

job specification l'd3ob 
,Spesifikerf(o)n/ noun detailed objectives 
for a job 


job title /'d5ob ,tart(2)l/ noun the name 
given to a person in a particular job 


job type /'dapb tarp/ noun a set of 
printing specifications which is frequently 
used, often for print on demand operations, 
describing the paper weight and type, 
covering material used and pagination 


jockey roller /'daoki ,roulo/ noun the 
first roller on a web-fed machine, which 
compensates for the uneven tension of the 
reel of paper. Also called dancing roller 


jogger /'d3ogo/ noun a device which 
knocks up sheets of paper to align them 


joint /d3»int/ noun either of the creases 
between the spine and the front and back 
covers of a book, especially a hardback 
joint authorship /,d3o1mt 'o:0ofrp/ 
noun a situation in which several authors 
have written a book together and share the 
rights in it 

joint imprint /,dgomt 'imprint/ noun 
the imprints of two publishers which 
appear on a book that has been published 
by the two companies jointly 

Joint Photographic Experts 
Group /,d3oint foute,grefiks 
‘ekspsits grurp/ noun full form of JPEG 
joint venture /,d35int 'ventfa/ noun a 
very large business project where two or 
more companies, often from different 
countries, join together to share develop- 
ment costs and eventual profits 

jordan refiner /'d3o:don r1,fama/ noun 
a papermaking machine, where the pulp is 
torn and shredded 

journal /'d33:n(9)l/ noun a specialist 
magazine o He is the manager of our jour- 
nals division. 

journalism  /'d53:n(o)liz(o)m/ noun 
work on newspapers or magazines, espe- 
cially as an editor or reporter 

journalist /d33:n(o)lrst/ noun a person 
who writes for a newspaper or magazine 


journals printing /l'd3a:n(9)lz 
printrp/ noun printing of specialised 
learned journals o a printer who special- 
ises in journal printing 
journey /'ds3:ni/ noun a long trip, espe- 
cially a trip made by a salesperson o She 
planned her journey to visit all her 
accounts in two days. 
journeyman /'d33:nimon/ noun a qual- 
ified print employee who has completed 
his or her apprenticeship 
journey order /'d33:ni ,o:do/ noun an 
order given by the shopkeeper to a sales- 
person when he or she calls 
JPEG /'dseirpeg/ noun a data file for 
pictures and photographs on the Internet. 
Full form Joint Photographic Experts 
Group 
COMMENT: JPEG can either work through 
hardware or software routines and works as 
follows: the image is divided into a matrix of 
tiny pixels, every other pixel is ignored and 
the grid is divided into blocks of 8 x 8 pixels, 
the algorithm then calculates the average of 
the blocks and so can delete one block — 
the decompression is the reverse of this 
process. 


JPEG++ /,d3erpeg plas 'plas/ noun an 
extension to JPEG that allows parts of an 
image to be compressed in different ways 
jpeg /'daerpeg/, .jpg suffix a file exten- 
sion for a JPEG file. Full form Joint 
Photographic Experts Group 
judicature paper  /'dau:dikotfo 
,perpo/ noun thick heavy paper on which 
legal documents are engrossed 

jump /d3amp/ verb to miss a page or a 
line or space when printing o The printer 
jumped two lines. o The paging system has 
jumped two folio numbers. 

junk /d3ank/ noun information or hard- 
ware that is old and useless 

junk mail /'d3ank merl/ noun unwanted 
publicity and advertisements sent through 
the post 

justification /,dsastifr'kerf(o)n/ noun 
the process of adjusting the spacing in 
printed text so that the text starts and ends 
exactly at the margins 

justify /‘d3astifat/ verb 1. to change the 
spacing between words or characters so 
that each line of the text ends exactly at the 
right-hand margin 2. to give a good reason 
for something o Can you justify the 
expenditure on children's books? 

justify inhibit /'d3Astrfar m,hrbit/ verb 
to prevent a word processor justifying a 
document 


145 


juvenilia 





juvenile /dzu:vonad/ noun, adjective 
referring to children 

juvenile editor /‘d3u:vonarl ,edito/ 
noun an editor who specialises in books or 
magazines for children 


juvenile fiction /'dau:vonail fikfon/ 


noun stories for older children 
juvenilia /,djovo'niio/ plural 
works written by an author as a child 


noun 


K abbreviation thousand a £1k £1000 


K & N method / ke: ond 'en ,me0od/ 
noun à test for measuring the oil absorb- 
ency of paper 
COMMENT: In the test (usually on smooth 
surfaced papers) K & N ink is applied to the 
paper with a spatula. Surplus ink is 
removed with an absorbent cloth after two 
minutes, and the colour density of the stain 
left on the paper is the measure of its 
absorbency. The darkness of the stain is 
measured with a spectrophotometer. 
kaolin /kerolm/ noun china clay, or 
white clay used for loading or coating 
paper 
kappa number /'kæpə ,nambo/ nouna 
number which expresses the ability of 
paper to be bleached 


Kb /'ker bit/, Kbit abbreviation kilobit 
KB, Kbyte abbreviation kilobyte 


keep down /,ki:p 'daun/ verb to avoid 
using capitals if at all possible 


keep standing /,ki:p 'stzendry/ verb an 
instruction to a typesetter to keep type 
ready for reprinting 

keep up /,ki:p 'Ap/ verb to use capital 
letters throughout 

kerfs /ks:fs/ plural noun shallow grooves 
in the back of a book section to house the 
threads used in sewing (NOTE: Also spelled 
cerfs.) 


kern /ka:n/ noun part of a piece of type 
which overlaps the next character m verb to 
make two characters overlap 


kerning /‘ks:nin/ noun a slight overlap- 
ping of printed character areas to prevent 
large spaces between them, giving a neater 
appearance 

kerning pair /'ka:nrg peo/ noun a pair 
of letters which are commonly kerned 
when they appear together to make them 
look more balanced, such as ‘k’ and ‘o’ 


kettlestitch /'ket(o)Istrt f/ noun a stitch 
at the top and bottom of each signature, 
which joins the signatures together. Also 
called catch stitch 

key /ki:/ noun 1. a button on a computer 
keyboard which is pressed to operate the 
machine 2. something that is important 3. 
the screw that controls the amount of ink 
flowing from the fountain in a printing 
press 4. an alternative term for the colour 
black m verb 1. to type information using a 
computer or typesetting machine o The 
entire text was keyed in Times italic. o 
Because of all the author's changes, we 
decided it would be quicker to key the 
whole text again. » rekey 2. to use letters or 
numbers in the spaces on a layout to refer 
to the loose pieces of copy, illustrations etc 
that should be there 

keyboard /'ki:bo:d/ noun a set of keys 
arranged in order and used to enter infor- 
mation into a computer or typewriter m 
verb to press the keys on a keyboard to type 
something o He is keyboarding our 
address list. o The index has not been 
keyboarded yet. 

keyboarder /'ki:bo:do/ noun a person 
who types information into a computer 
keyboarding —/'ki:bo:dmy, keying 
l'kix1y/ noun the act of entering data on a 
keyboard 

keyboard layout /'ki:bo:d _leraut/ 
noun the way in which various function 
and character keys are arranged 
keyboard operator /'kirbord 
,Dporeito/ noun a person who works with 
a keyboard 

key-drawing /'ki: ,dro:m/ noun an 
outline drawing made for use as a guide 
when separating colour film 

key in /ki: 'mn/ verb to enter text or 
commands on a computer by means of a 
keyboard 
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keyline /'ki:lam/ noun a rough sketch 
showing where finished artwork is to be 
placed 

keypad /‘ki:pzed/ noun 1. a set of numer- 
ical keys often used for security devices to 
open doors by means of a known code 2. 
numerical keys set separately on the right- 
hand side of a computer keyboard 

key plate /ki: plert/ noun an initial 
printing plate used when printing colour 
images 

keystroke /‘ki:strauk/ noun an act of 
pressing a key on a keyboard 

keystroke count /'ki:strouk ,kaunt/ 
noun a tally of each keystroke made, often 
used to calculate keyboarding costs 
keystroke verification /ki:strouk 
,Verifr'kerf(o)n/ noun a check made on 
each key pressed to make sure it is valid for 
a particular application 

keyword /‘ki:ws:d/ noun 1. the most 
important word in a title or sentence 2. a 
word used by a search engine to help it 
locate a particular type of website 
keyword and context /,ki:wsa:d on 
'kontekst/ noun full form of KWAC 
keyword in context /kirws:d in 
'kontekst/ noun full form of KWIC 
keyword out of context /,ki:wa:d aut 
ov 'kontekst/ noun full form of KWOC 
kg abbreviation kilogram a 1kg 1000 
grams 

kick copy /'kik ,kppi/ noun a copy of a 
newspaper or folded printed sheets, which 
is put out of line to show that a particular 
number of copies have been printed 

kill /kil/ noun to delete a whole story or 
article from a newspaper or magazine after 
it has been worked on o The editor told the 
production sub to kill the story about the 
minister. Compare spike 

kilo /'ki:lou/, kilogram /'krlograem/ noun 
a measure of weight equalling one thou- 
sand grams (NOTE: Written kg after figures: 
25kg.) 

kilobit /'kilobrt/ noun a measure of 1,024 
bits of data. Abbr Kb, Kbit 

kilobyte /kioobait/ noun a unit of 
measurement for high capacity storage 
devices meaning 1,024 bytes of data. Abbr 
KB, Kbyte 

kiosk /'ki:psk/ noun a small, often 
wooden building, used for selling things 
kiss /kis/ noun a very light printing of an 
image 


kiss die cutting /‘kis dar ,katm/ noun 
die cutting that goes through the top layer, 
but not the peelable backing, of a piece of 
self-adhesive paper 

knib /nib/ noun the part of a setting rule 
which the compositor holds to pull it out of 
the composing stick 

knife cheeks /'naif tfi:ks/ plural noun 
grippers which hold the paper which is 
being cut 

knife fold /'naif fould/ noun a way of 
folding paper at an angle to the web, by 
pushing a metal blade against the paper 
between two cylinders 

knife folder /'naif ,fooldo/ noun a 
device for folding paper at an angle to the 
web, by pushing a metal blade against the 
paper between two cylinders 

knocking copy /‘nokin ,kppi/ noun 
advertising material which criticises 
competing products 

knockout /‘nokavt/ noun a section of a 
coloured area which is not printed because 
something else will be printed on top 
knock up /,nok 'Ap/ verb to tap a pile of 
sheets of paper lightly on each side to 
straighten them 

knotter /'notə/ noun a device for 
removing hard knots in the wood which is 
to be pulped to make paper 
knowledgeable /‘nvlid3ab(a)I/ adjec- 
tive possessing or showing a great deal of 
knowledge, awareness or intelligence 
knowledge transfer /'nplid; 
,treensf3:1/ noun the communication of 
specialised knowledge developed in part of 
an organisation to a wider group such as 
another part of the organisation or business 
customers 

kraft liner /'kra:ft ,lamno/ noun strong 
paper made largely of sulphate, used to line 
corrugated containers 

kraft paper /‘kra:ft ,perpo/ noun strong 
brown paper, used for wrapping parcels 
Kurzweil /‘kurtsverl/ a trademark for an 
OCR reader which can recognise typefaces 
and reads printed text into a computer, 
converting the printed signs to code 
KWAC /kwek/ noun a library indexing 
system using keywords from the title and 
text as the index entries. Full form 
keyword and context 

KWIC /kwik/ noun a library indexing 
system which uses the title or text to illus- 
trate the meaning of the index entry. Full 
form keyword in context 
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KWOC /kwok/ noun a library indexing KWOT /kwot/ noun an indexing system 
system using any relevant keywords not ^ using words not in the title. Full form 
necessarily used in the text. Full form keyword out of title 

keyword out of context 





L /el/ noun a letter which causes problems 
in sans faces, where the lower case ‘I’ and 
the capital ‘I’ may look the same (NOTE: 
This confusion is one of the reasons why 
sans faces are less often used in the USA, 
because the abbreviation ‘Ill. for Illinois 
becomes impossible to read.) 

LA abbreviation Library Association 
label /'leib(s)l/ noun 1. a piece of paper 
or card attached to something giving infor- 
mation about it such as its price or address 
2. à word or symbol used in computing to 
identify a piece of data m verb to attach a 
label to something with information on it 
such as its price or address 

labelling /lerb(o)lrp/ noun the act of 
putting a label on something 

label paper /‘letb(a)l ,perpo/ noun 
paper which is gummed on one side, used 
for printing labels 

labour costs /‘letba kpsts/ plural noun 
the cost of hourly-paid employees 
employed to make a product 

labour laws /'lerbo lo:z/, labour legis- 
lation /.leibo ,led3i'slerf(o)n/ plural noun 
laws concerning the employment of 
Workers 

lace /lets/ verb to thread a cord through 
holes 

laced-on boards /lerst on ,pleits/ 
plural noun a cased book where the book 
block is laced onto the boards 

lacing in /,letsty 'rn/, lacing on noun the 
process of attaching the boards to a sewn 
book block by threading the cords through 
holes in the boards 

lacquer /‘leka/ noun varnish applied to 
paper to give it a gloss m verb to apply a 
varnish to paper 

lad mag /'lad mzg/ noun a magazine 
aimed at young men who are chiefly inter- 
ested in sport, alcohol and sex 


laid finish /'leid ‚fınıf/ noun a type of 
good quality paper which is manufactured 
to look like handmade laid paper 
laid lines /'leid larnz/ plural noun faint 
lines on laid finish paper which are 
designed to imitate the lines left by the 
wire mesh used when laid paper is hand- 
made 
laid paper /'lerd ,perpo/ noun handmade 
paper which is made in a mould with thin 
wires across it and thicker wires along it. 
Compare wove 
laminate /'læmınert/ verb to cover a 
document with a thin film of glossy plastic 
for protection 
lamination /lzemi'nerf(o)n/ noun 1. 
processing of laminating 2. the plastic film 
used to laminate 
laminator /‘lammeita/ noun a machine 
which laminates 
lampblack /'zmpblzk/ noun a black 
pigment from burnt oil, used in the prepa- 
ration of black ink 
LAN /læn/ abbreviation Local 
Network 
landing page /'lzendry pe1d3/ noun the 
page on a website where the user arrives, in 
particular the page you arrive on when 
directed by a hyperlink 
landscape format /'lænskerp 
formeet/ noun A4-size paper used side- 
ways so that the longest side is at the top 
(NOTE: The US term is horizontal.) 
COMMENT: Landscape format is not a 
normal book format, in that a portrait format 
book is easier to hold in the hand. 
Landscape formats are used for art books 
where many illustrations may be horizontal. 
Landscape books, especialy large art 
books, are heavy and tend to pull apart at 
the spine, thus distorting the pages. They 
also have the disadvantage of not being 
easy to put on bookshelves, and are 
especially awkward for bookshop shelves, 
where the need to show the spine and title 


Area 


landscape photograph 
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makes the book stick out from the shelf 
much further than others. 


landscape photograph /'lzndskerp 
feutogra:f/ noun a photograph printed 
across the page, its width being greater 
than its height 

language /‘lengwid3/ noun a system of 
sounds, signs or symbols used for commu- 
nication 

lap register /‘lep ,red3ista/ noun a 
printed register in which adjacent printed 
areas overlap slightly to ensure that there 
are no white gaps. Compare butt register 
lapse /lzps/ noun the fact of something 
stopping being valid o The lapse of copy- 
right means that the book can be reprinted 
anywhere. m verb to stop being valid or 
active o The copyright has lapsed. 

large /la:d3/ adjective very big or impor- 
tant o The headings are in large capitals. o 
The point size for the text should be at least 
two points larger than the footnotes. o He 
is our largest customer. 

large crown octavo /,la:d3 kraun nk 
'tarvau/ noun a book format (198 x 
129mm). Abbr 8vo 

large crown quarto /la:da kraun 
'kwo:tou/ noun a book format (258 x 
201mm). Abbr 40 

large print book /,la:d3 print 'bok/, 
large type book /,la:d5 tarp 'bok/ noun a 
book printed in a very large print size 
intended for people who have difficulty in 
seeing, usually found in public libraries 
and not available in bookshops 

laser /'leizo/ noun a device that produces 
coherent light of a single wavelength in a 
narrow beam, by exciting a material so that 
it emits photons of light. Full form light 
amplification by stimulated emission of 
radiation 

laser beam recording /‘le1zo bi:m ri 
,Ko:diy/ noun the production of characters 
on a light-sensitive film by a laser beam 
controlled directly from a computer 

laser disk /lerzo disk/ noun a plastic 
disk containing information in the form of 
small etched dots that can be read by a 
laser, used to record images or sound in 
digital form 

last /la:st/ adjective, adverb 1. coming at 
the end of a series o We passed the last 
proofs for press yesterday. o This is our last 
board meeting before we move to our new 
offices. o We finished the last items in the 
order just two days before the delivery 
date. 2. most recent or most recently o 


Where is the last batch of orders? o The 
last ten orders were only for single copies. 
m verb to continue to be used or available 
for a period of time o We have enough 
stock to last us for three months. 

last colour /,la:st 'kAlo/ noun the last of 
a series of colours printed in four-colour 
printing 

last in first out /la:st in ,fa:st 'aut/ 
noun 1. a redundancy policy in which the 
people who have been most recently 
appointed are the first to be made redun- 
dant 2. an accounting method where stock 
is valued at the price of the latest purchases 
last quarter /,la:st 'kwo:to/ noun same 
as fourth quarter 

late /lest/ adjective 1. after the time stated 
or agreed o There is a penalty for late 
delivery. 2. at the end of a period of time m 
adverb after the time stated or agreed o The 
publisher was late in getting the corrected 
proofs back to the typesetter. o The ship- 
ment was landed late. 

lateral reversal /,lzt(9)ral ri'va:s(o)l/ 
noun the reversal of an image to give an 
exact mirror image of the plate 

latest /'leitist/ adjective most recent o 
Here are the latest sales figures. 

latest edition /,lertrst r'drf(o)n/ noun 
the most recent printing of a newspaper 
latex /‘letteks/ noun a rubber solution 
added to some papers to make them more 
durable 

Latin alphabet /‘letin ,zlfobet/ noun 
1. the alphabet used in Roman times, with 
2] letters and no ‘j’, ‘w’, ‘w’, ‘y? or ‘z’ 2.a 
modern western alphabet, used in most 
European languages, except Greek and the 
Cyrillic languages such as Russian and 
Bulgarian 

launch /lo:ntf/ verb to start a new 
activity or make a new product available to 
the public m noun the act of putting a new 
product on the market o The launch of the 
new fiction series has been put back three 
months. o The company is geared up for 
the launch of the new series of school text- 
books. o The management has decided on 
a September launch date. 

launch date /'1»:nt f deit/ noun the date 
when a new product is officially shown to 
the public for the first time 

launching /'15»:ntfip/ noun the act of 
putting a new product on the market 
launching cost /15:ntfrg kpst/ noun 
the cost of publicity for a new product 
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launch party /l»:ntf 'pa:ti/ noun a 
party held to advertise the launching of a 
new product 

law /lo:/ noun a system of rules and regu- 
lations used by a government or society to 
control business agreements, social rela- 
tionships and crime 

law books /'1»: buks/ plural noun books 
referring to the law, e.g. statutes, official 
publications and commentaries 

law of supply and demand /,lo:r ov 
so,plar on di'ma:nd/ noun the general 
rule that the amount of a product which is 
available is related to the needs of potential 
customers 

laws /lo:z/ plural noun the rules by which 
a country is governed and the activities of 
people and organisations controlled 
lawyer /'1o:jo/ noun a person who has 
studied law and can act for people on legal 
business 


lay /lev noun 1. the way in which some- 
thing is set out 2. one of two metal guides 
for paper in the printing press or folding 
machine 

lay boy /'ler boi noun a device which 
collects the cut sheets after they have been 
printed and stacks them 

lay edge /'ler ed3/ noun the edge of a 
sheet of paper which touches one of the 
lays on the printing press 

layer /lero/ noun 1. a thin film of a 
substance o In lamination, the card is 
covered with a thin layer of plastic and 
then heated. 2. an employee who feeds the 
sheets through a press 

lay gauge /'le1 gerd5/ noun a mecha- 
nism on the printing press which aligns 
with the lay edges of the paper, thus 
making sure that each sheet is printed in 
exactly the same place 

laying press /'lerr pres/ noun a small 
press used to hold handbound books while 
they are being glued. Also called lying 
press 

lay marks /'ler ma:ks/ plural noun 
marks on the sheet showing which are the 
lay edges 

lay of the case /,ler ov óo 'kers/ noun 
the way in which the different characters 
are placed in compartments in a case 

lay out /ler 'aot/ verb to design the way 
in which a page will be printed o The 
designer has laid out the text around the 
artist's colour drawings. 


layout /'leraut/ noun the design of a page 
of printed matter including position on the 
page of illustrations, text and type sizes 
layout paper /'leraut ,perpa/ noun 
same as detail paper 
layout sheet /leraot fi:t/ noun a 
preprinted sheet with grids showing the 
basic design of a page, used by designers to 
prepare final layouts 
layout table /leraot ,tetb(a)l/ noun a 
light table used for laying out pages 
layout terminal /'leraut ,tas:mrin(o)l/ 
noun a keyboard and computer monitor on 
which page layouts can be prepared 
LBF abbreviation London Book Fair 
lc abbreviation lower case 
LC abbreviation LIBRARIES Library of 
Congress 
L/C abbreviation letter of credit 
LCD abbreviation liquid crystal display 
lead! /li:d/ noun 1. the main story in a 
newspaper or news programme on televi- 
sion 2. the end of a web which is fed into 
the printing press m verb to use as the first 
story o The paper led with the story about 
the refugees. 
lead? /litd/ noun /led/ 1. a heavy soft 
metal used as the main part of the alloy in 
cast metal type 2. a thin piece of metal used 
to separate lines of type 3. a black material 
used in pencils o a soft lead pencil m verb 
to make spaces between lines of typeset- 
ting, either with strips of metal or on the 
computer o The notes have not been 
leaded. (NOTE: The opposite is unleaded.) 
leader /li:do/ noun 1. a person who 
manages or directs others o the leader of 
the print workers’ union o She is the leader 
of the trade mission to Nigeria. 2. the 
product which sells best 3. a piece of blank 
tape at the beginning of a reel, which is fed 
into a machine 4. same as leading article 
leaders, leader lines plural noun a series 
of short dashes or dots which run across a 
page. as between chapter titles and page 
numbers in a contents list 
leading! /ledrm/ noun space inserted 
between lines of typeset text, either as 
metal strips, or via the computer program o 
If we increase the leading from 1 to 2 point, 
the book will make twelve extra pages. 
COMMENT: The spaces between lines of 
text are called 'leading' because originally 
the lines were separated by thin strips of 
lead; the term is still used, even for 


computer setting, although here 'interlinear 
spacing’ is more correct. 


leading 
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leading? /li:dm/ adjective 1. most 
important o They are the leading company 
in the reference field. 2. going into a 
machine first 

leading article /,li:dir 'a:trk(2)l/ noun 
the main article in a newspaper, written by 
the editor, expressing the newspaper's offi- 
cial point of view. Also called leader 
leading edge /‘li:din ed3/ noun the 
edge of a sheet of paper which is held by 
the grippers and goes through the press 
first 


leading out /,ledry 'aut/ noun the act of 
spacing out the lines of typeset text 

lead time /'i:d tarm/ noun the time 
between deciding to place an order and 
receiving the product o The lead time on 
this item is more than six weeks. 

leaf /li:f/ nouna page of a book printed on 
both sides (NOTE: The plural is leaves.) m 
verb a to leaf through to turn the pages of 
a document quickly without reading them 
carefully 

leaflet /'li:flot/ noun a small folded piece 
of paper with printed information, often 
given away free as a form of advertising 
leakage /‘li:kid3/ noun the unofficial 
release of confidential information, usually 
to the media 

leakproof /li:kpru:f/ adjective not 
allowing breaches in secrecy or confidenti- 
ality 

leaky /'li:ki/ adjective allowing breaches 
in secrecy or confidentiality 

lean matter /'li:zn ,mato/ noun copy to 
be set which poses problems, such as copy 
with mathematical symbols or which is 
closely typed (NOTE: The opposite is fat 
matter.) 

learned journal /1s:nid 'd33:n(o)I/ 
noun a specialised magazine on an 
academic subject 

learning disability /13:nr) diso,brliti/ 
noun a condition that either prevents or 
significantly hinders somebody from 
learning basic skills or information at the 
same rate as most people of the same age 
learning-disabled l']a:nm di 
,Seib(o)ld/ adjective prevented or hindered 
by a learning disability from learning basic 
skills or information at the same rate as 
most people of the same age 

leather /'leðə/ noun material made from 
the skins of animals, used for binding 
expensive books 


leatherbound book /leóobaund 
,buk/ noun a book that has been bound in 
leather 

leather cloth /'leðə k1p0/ noun closely 
woven cloth, covered with a cellulose and 
oil mixture, which makes it look like 
leather 

leatherette /1eóo'ret/ noun paper that 
has been embossed to look like leather 
leave /li:v/ verb to let something stay as it 
is o Leave the last page blank. o Leave 
three lines blank between the entries. o The 
chapters should be left in their present 
order. 

leave edge /'litv ed3/ noun the last edge 
of the sheet of paper as it goes into the 
press 

leave out /|li:v 'aut/ verb to exclude or 
omit something o She left out the ISBN on 
the mailing piece. o The contract leaves 
out any mention of a paperback edition. 
lectern /'lekta:n/ noun a stand with a 
sloping top on which a book or notes can 
rest in front of a standing speaker 

ledger /'led3ə/ noun a book in which 
accounts are written 

ledger paper /'led3o ,perpo/ noun fine 
thick paper, tub-sized and coloured pale 
blue, grey or green, used for account books 
left-hand — /left ‘hend/ adjective 
belonging to the left side o The debits are 
in the left-hand column in the accounts. 
left-hand page /left hand 'perd3/ 
noun the page on the left of a double page 
spread, always with an even folio o Begin 
each chapter on a left-hand page. 

left justification  /left dgastrfr 
'kerf(o)n/ noun the process of aligning the 
left-hand margin on a piece of text so that 
the edge is even 

left justify /left 'dsAstifar/ verb to use 
computer commands to ensure that the 
left-hand margins of text are straight 

leg /leg/ nouna column that is shorter than 
other columns 

legal /'li:xg(o)l/ adjective 1. relating to the 
law o a legal discussion 2. according to the 
law o The contract was legal and binding. 
legal adviser /li:g(9)l od'varzo/ noun a 
person who advises clients about the law 
legal claim /‘li:g(o)l klerm/ noun a 
statement that somebody owns something 
legally 

legal costs /'li:g(o)) kpsts/, legal 
charges /‘li:g(a)l ,tfa:d31z/ plural noun 
money spent on fees to lawyers 


153 


levy 





legal department  /li:g(0)) dı 
,pa:ttmont/, legal section /'i:g(9)l 
,sekf(o)n/ noun the section of a company 
dealing with legal matters 

legal deposit /‘li:g(9)1 dr,ppzit/ noun a 
system that entitles some libraries to 
receive by law one copy of every book or 
publication published in that country 
legal expenses /'i:g(o)] rk,spensiz/ 
plural noun same as legal costs 

legend /'ledaond/ noun 1. a caption 
under a picture or diagram 2. an explana- 
tion of the symbols on a map or diagram 3. 
a story based on cultural traditions handed 
down 


legibility /.ledzsr'biliti/ noun the fact of 
being easily readable o The keyboarders 
complained about the legibility of the 
manuscript. 
COMMENT: Legibility is one of the 
requirements of text matter. Text is more 
easily read in roman serif typefaces than in 
italic or in sans faces, and should have line 
spacing of about 2 points between the lines 
(i.e. there should be more spacing between 
the lines than between words). Sans faces 
and italic are less legible, and closely 
spaced lines, or lines which are irregularly 
spaced, are more difficult to read than lines 
of closely spaced words with extra spacing 
between the lines. 
legible /‘led31b(a)l/ 
enough to be read easily 
legislation /.ledsi'slerf(o)n/ noun laws 


lemma /'lemo/ noun a heading that indi- 
cates the topic of a work or passage (NOTE: 
The plural is lemmata.) 

lend /lend/ verb to allow somebody to use 
something for a period o The library lends 


several thousand books each week. o The 
bank lent him £50,000 to start his business. 


lending library /'lendr |laibrori/ noun 
a library which allows users to borrow 
items as opposed to a purely reference 
library 

length /1e50/ noun a measurement of how 
long something is 

lengthwise /legOwariz/ adverb along 
the length o The picture measures 29cm 
lengthwise. 

letter /'leto/ noun 1. a piece of writing 
sent from one person to another usually 
through the post 2. a symbol used in 
writing which more or less represents one 
sound of a language 

letter fit /leto fit/ noun the space 
between typeset characters 


adjective clear 


letterform /letof»:m/ noun the shape of 
a letter 

letterhead /'letohed/ noun 1. the name 
and address of a company or organisation 
printed at the top of their official notepaper 
2. a sheet of paper with the name and 
address of a company printed at the top 
letter height /'leto hart/ noun same as 
character height 

lettering /‘letorm/ noun 1. the art of 
drawing letters by hand in a beautiful way 
2. the printing of letters 

letter of credit /leto ov 'kredit/ noun a 
letter from a bank allowing somebody 
credit and promising to repay at a later 
date. Abbr L/C 

letter of reference /letor ov 
'ref(o)rons/ noun a letter in which an 
employer recommends somebody for a 
new job 

letterpress machine /'letopres mo 
Jitn/ noun a machine which does letter- 
press printing 

letterpress printing — /letopres 
,printin/ noun the relief printing process, 
where metal type or blocks are covered 
with ink and the paper is pressed onto the 
block to make an image 

letterset /'letoset/ noun the process of 
printing where ink is transferred from the 
plate to a blanket cylinder and then printed 
from the blanket onto paper 

letter space /'leto spers/ noun the space 
between two typeset letters, especially a 
standard space 

letter spacing /leto ,spersin/ noun 
extra spacing placed between letters for 
emphasis or to give a better visual effect 
letters patent /letoz 'pertont/ plural 
noun an official document which gives 
somebody the exclusive right to make and 
sell something they have invented 

let the buyer beware /,let da ‚barə bi 
'weo/ phrase » caveat emptor 

level /'lev(o)l/ adjective flat or not higher 
than the rest 

level of returns //ev(2)l ov ri'ta:nz/ 
noun same as returns level 

level small caps /,lev(2)l smo:l 'kzeps/ 
plural noun same as even small caps 
levy /levi/ noun money which is 
demanded and collected by the govern- 
ment m verb to demand and collect 
payment of a tax or an extra payment o to 
levy a duty on the import of luxury items o 


lexicographical order 
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The government has decided to levy a tax 
on imported cars. 

lexicographical order 
/ lekstkogref1k(a)l 'o:do/ noun an order 
of items where the words are listed in the 
order of the letters of the alphabet, as in a 
dictionary 

lexicon /'eksikpn/ noun 1. an alphabet- 
ical list of words specifically related to a 
language or a particular subject 2. a 
dictionary, especially one of an ancient 
language such as Latin or Hebrew 


libel /larb(o)/ noun an untrue written 
statement which damages somebody’s 
reputation 


libellous /'laibolos/ adjective relating to 
writing which is untrue and damages 
somebody’s reputation 
COMMENT: Libel only refers to writing and 
print; it can be also used in connection with 
photographs and drawings, especially 
cartoons. Slander is the equivalent in 
spoken statements, including statements 
on radio and TV. 
librarian /lar'breorion/ noun 1. a person 
who is in charge of a library 2. a person 
who has usually been trained in librarian- 
ship and who works in a library 


librarianship /lar'breorionftp/ noun 
the study of organising and retrieving 
information so that it is accessible to other 
people 

library /‘latbrari/ noun a collection of 
books, documents, newspapers and audio- 
visual materials kept and organised for 
people to read or borrow 


library and information science 
/laibrori ond ,info'merf(o)n ,sarons/ 
noun a course of study that covers all 
aspects of information and library manage- 
ment, e.g. resources, user services, organi- 
sation, evaluation, systems used, policy 
and representation. Abbr LIS 

Library Association /laibrori o 
,Seusierf(o)n/ noun a UK professional 
body working to support librarians and 
information workers. Abbr LA 

library binding /laibrori ,barndıy/ 
noun a strong, durable binding for books 
which will withstand heavy use 

library edition /'larbrəri r,drf(o)n/ 
noun a set of books, published in a series, 
either by a single author or on the same 
subject and with the same size and format 
library licence /‘latbrori |lars(o)ns/ 
noun à licence granted to a bookshop or to 


a local authority, allowing books to be 
bought at a discount for public libraries 
Library of Congress /Jaribrori ov 
'knggres/ noun the national library of the 
United States, located in Washington DC 
and founded by an Act of Congress in 
1800. It contains more than 28 million 
books and pamphlets as well as presiden- 
tial papers, music, photographs and record- 
ings. Abbr LR 

Library of Congress Catalog 
/ laibrori ov 'kpggres ,kaetolpg/ noun a 
catalogue of the holdings of the Library of 
Congress in the USA, also available 
online. Abbr LOCIS 

Library of Congress Catalog 
number /Jarbrari əv ,kopgres 
'kaetolpg ,nambo/ noun the number of the 
reference in the Library of Congress 
Catalog, printed inside a book published in 
the USA. Abbr LOC 

Library of Congress Classification 
System /,laibrori ov ,kongres ,klzsift 
'kerf(o)n ,sistom/ noun an American 
system of organising documents for infor- 
mation retrieval. Abbr LC 

library purchase /‘latbrori ,pa:tfrs/ 
noun the purchase of books by a library 
from a library supplier 

library science /‘latbrori ,sarons/ noun 
the study of librarianship 

library supplier /'larbrəri so,plaro/ 
noun a company that supplies stationery, 
books, equipment and furniture needed for 
use in libraries 

library supply /'laibrori so,plat/ nouna 
supply of books to libraries at a discount 
licence /'lars(o)ns/ noun 1. an official 
document giving permission to use or do 
something 2. permission given by one 
manufacturer to another manufacturer to 
make copies of its products against 
payment of a fee o The software is manu- 
factured in this country under licence. 
license /'lars(o)ns/ verb to give official 
permission for something to happen 
licensee /ais(o)n'siz/ noun a person 
who has a licence, especially a licence to 
manufacture something 

licensing — /lars(o)nsm/ adjective 
relating to licences o a licensing agreement 
lift /Ixft/ verb 1. to copy something directly 
without any acknowledgement o The book 
contains whole chapters lifted from a book 
on the same subject published in the USA. 
2. to remove or end something o to lift 
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trade barriers o The government has lifted 
the ban on imports from Japan. 
ligature /'I1got fə/ noun 1. two characters 
joined together on one stem to form a 
combined character 2. a short line 
connecting two characters 
COMMENT: The most common ligatures are 
between ff, fl and fi, though they also occur 
between vowels as in oe. Ligatures are less 
commonly used now, because it is difficult 
to keyboard them on personal computers, 
which are frequently used by authors to 
supply text to a publisher. 
light /lait/ adjective 1. not heavy or not 
thick o The book should be printed on light 
paper. 2. not dark 
light box /‘lait boks/ noun a viewer with 
a light inside and a matt transparent 
window, in which transparencies or films 
can be placed so that it is easy to see them 
lighten /'larit(o)n/ verb to make some- 
thing less dark or less dense 
light face /‘lait fers/ noun a typeface 
with thin lines, which appears light on the 
page 
light-fast lart fa:st/ adjective relating 
to colours that do not fade when exposed to 
light (NOTE: The opposite is fugitive.) 
light-pen /'laitpen/ noun a stylus with a 
light sensor used to scan barcodes 
light-sensitive /lait 'sensitrv/ adjec- 
live reacting to light in a particular way o 
The photograph is printed on light-sensi- 
tive paper. 
light table /lart ,terb(o)l/ noun a table 
with a matt glass surface and a light under- 
neath, on which film can be placed so that 
itis easy to see 
lightweight /'laitwert/ adjective 1. not 
heavy o thin, lightweight paper 2. not 
thought to be of a high academic standard 
lightweight paper /‘laitweit ,perpo/ 
noun paper weighing less than 60gsm 
like-sidedness / lark 'sardidnas/ noun 
the quality of paper having the same finish 
on either side, so that it prints consistently. 
Compare two-sidedness 
limit /‘Iimit/ noun a maximum pre- 
defined range used to restrict an action or 
thing m verb to prevent something from 
becoming bigger 
limitation /,rmr'terf(o)n/ noun the act 
of allowing only a particular quantity of 
something 
limitation of liability /Irmrterf(o)n ov 
Jaro'biliti/ noun the act of making some- 


body liable for only a part of the damage or 
loss 

limited edition /lımıīıtıd r'drf(o)n/ 
noun a work of art such as a book or 
painting which is only produced in very 
small numbers 

limited liability company /,lımıtıd 
laro,biliti 'KAmp(o)ni/ noun a company 
where a shareholder is responsible for the 
company's debts only to the face value of 
their shares 


limited market /,Immrtid 'ma:kit/ noun 
a market which can take only a particular 
quantity of goods 


limp /lımp/ adjective relating to a book 
cover that is not stiffened by boards but is 
made of more durable material than a 
paperback 

limp binding /‘limp ,barndıy/ noun a 
binding style using flexible material 
usually cheaper than hard boards 
limp-bound edition /'lımp baund 1 
,dif(o)n/, limp edition /'Irmp r,drf(o)n/ 
noun an edition of a book with a soft cover 
line /larn/ noun 1. a row of words or 
figures in a text 2. a type of product that a 
company makes or sells o We do not stock 
that line. o Computers are not one of our 
best-selling lines. o They produce an inter- 
esting line in garden books. 3. a long piece 
of wire used to connect communications o 
a telephone line 


lineage /‘linitd3/ noun 1. a measurement 
of how many lines a text will make 2. a 
system for charging for advertisements by 
the number of column lines used 


line and tone block //lain on 'təun 
blpk/ line/tone block noun a block 
which combines both line artwork and 
halftones (NOTE: The US term is combina- 
tion plate.) 

line artwork /'larn ,a:tw3:k/ nounblack 
and white graphics, with no tones. Also 
called line copy 


line block /‘lain blpk/ noun a block 
made from a line drawing for printing, 
usually made of zinc. Also called line 
engraving 

line casting machine /larn ,ka:str 
me, fi:n/, line caster noun a machine such 
as Linotype, which casts whole lines of 
type at a time 

line chart /'larn t fa:t/, line graph noun 
a chart or graph using lines to indicate 
values 


line colour 
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line colour /'larn ,kalo/ noun a coloured 
illustration made by printing line drawings 
in different colours 

line conversion /‘lain kon,v3:J(o)n/ 
noun the process by which continuous 
tones are converted into lines 

line copy /‘lain ,kppi/ noun same as line 
artwork 

line cut /‘lam kat/ noun US an illustra- 
tion on a metal block, using lines to show 
the picture 

lined /larnd/ adjective 1. with lines o He 
prefers lined paper for writing notes. 2. 
with a lining o The de luxe edition is in a 
slipcase lined with silk. 

lined paper /laind 'perpo/ noun paper 
with thin lines printed on it 

line drawings /lam ,dro:mz/ plural 
noun illustrations for a book which are 
drawn with a pen, or have tints, but which 
do not need to be reproduced as halftones. 
Also called line illustrations 

line editor /'lain ,edito/ noun a piece of 
software that allows the operator to modify 
one line of text from a file at a time 

line ending /‘lain ,endrp/ noun a char- 
acter which shows that a line has ended 
line endings /‘lain ,endrpz/ plural noun 
the last words on each line of text, which 
may need to be hyphenated, with the 
second part of the word carried over to the 
next line 

line engraving /'lam in,gretvin/ noun 
same as line block 

line folding /‘latn ,fauldin/ noun the 
moving of a section of a long line of text 
onto the next row 

line gauge /‘lain ge1d3/ noun an instru- 
ment for measuring type, with picas, 
points, etc., marked on a type of ruler 
line illustrations /'larn rlo,strerJ(o)nz/ 
plural noun same as line drawings 

line increment /'lamn ,rpkrrmont/ noun 
the minimum distance between two lines 
of type, which can be as small as one eight- 
eenth of a point 

line length /'lain len0/ noun the number 
of characters that can fit into a set line of 
type 

line management l'lam 
manidsamont/ noun a system of manage- 
ment using a hierarchical structure of jobs, 
so that everyone is responsible to the 
person immediately above them 

line measure /'lamrn ,meso/ noun the 
length of a line of typeset characters 


linen /'lının/ noun cloth made from the 
flax plant 

linen finish /'lının finrf/ noun paper or 
board grained to look like linen 

linen paper /'lının ,perpo/ noun strong 
paper used for banknotes 


linen tester /'lının ,testo/ noun a 
magnifying glass used by printers 


line of business /,larn ov 'brznrs/, line 
of work noun a type of business or work 


line of product /am ov 'prodakt/ 
noun same as product line 


liner /'lamno/ noun paper used to cover 
boards or other papers 


line space /‘lain spers/ noun a white 
space equivalent to one line of typesetting 


line width /'lam wrd0/ noun the number 
of characters across the type area of a line 


lining /'lamnry/ noun 1. the act of making 
a line of characters straight 2. paper used to 
glue inside a board cover, to strengthen it 
and prevent warping 3. mull or kraft paper 
glued inside the spine of a book to 
strengthen it 4. the act of pasting paper 
inside the spine of a cased book to 
strengthen it 

lining figures /'laınıy ,frgoz/, lining 
numerals plural noun a form of Arabic 
numerals which are aligned like capitals, 
as opposed to old face figures or non-lining 
figures which have ascenders and 
descenders. Also called modern figures 


lining papers /'lamni ,perpoz/ plural 
noun pages of thicker paper at the front and 
back of a book, glued to the first and last 
text pages and then glued to the cover 


linocut /lamookat/ noun 1. a design 
made by cutting the surface of linoleum 
with a knife 2. a print made from a linocut 
COMMENT: Linocuts are broad and rather 
rough; they cannot give delicate lines, but 
can make striking designs. 
Linotron /'larnoutrpn/ a trademark for a 
phototypesetting machine developed by 
Linotype 
Linotype /'lainoutarp/ a trade name for 
a metal composing machine, which sets 
type in a metal strip as long as a line, as 
opposed to single characters 
COMMENT: Linotype is easy to use and can 
be operated by a single keyboard operator; 
the main disadvantage as opposed to 
Monotype, is that, since each line is a single 
piece of metal (or 'slug), even a small 
correction will involve resetting a whole line, 
and is therefore more expensive 
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linotypist /laimootarpist/ noun a 
person who keyboards on a Linotype 
machine 
Linson /'ms(o)n a trademark for a 
strong binding paper which is patterned to 
resemble cloth 
lint /Iint/ noun fibres which are detached 
from the surface of paper as it is being 
printed 
LINUX /lmoks/ a trademark for a 
computer operating system that is a free 
implementation of the UNIX operating 
system 
liquid crystal display /likwid 
,Kkrist(9)l dis'pler/ noun liquid crystal that 
turns black when a voltage is applied, used 
in many small digital displays. Abbr LCD 
liquid laminate /likwid ‚læmınət/ 
noun à liquid plastic coating, painted onto 
a cover to give it a glossy protective finish 
list /Iist/ noun /'merlry list/ 1. a series of 
items written down usually one under the 
other 2. a catalogue o There is a price list 
for cars of different ages and models. m 
verb 1. to write a series of items one after 
the other o to list products by category o to 
list representatives by area o The cata- 
logue lists twenty-three publications which 
have been delayed. 2. to print or display 
certain items of information o to list a 
program to display a program line by line 
in correct order 
list-building /‘list ,bildm/ noun the 
creation of a specialised series of titles 
listing paper /'lıstıy ,perpo/ noun 
paper made as a long sheet, used in 
computer printers 
listings /'Irstrpz/ plural noun informa- 
tion items such as what films are showing 
at which cinemas, etc., listed in a news- 
paper 
list of abbreviations /,list ov o,bri:vi 
'erf(o)nz/ noun a note in a reference book 
which lists the abbreviations used and what 
they stand for, usually printed at the begin- 
ning of the text, after the prelims or, in 
some reference works such as dictionaries, 
on the endpapers 
list of contents /,list ov 'kontents/ 
noun same as contents list 
list price /‘list prats/ noun the price of a 
commodity according to a printed list 
literacy /'lıt(ə)rəsi/ noun the ability to 
read and write 

‘In a withering dossier, chief inspector 

Graham Donaldson concluded pupils 


were being failed by poor teachers and 
weak leadership and that a fifth were 
leaving school without basic literacy and 
numeracy skills.’ [Sunday Express] 


literal /‘lit(9)ral/ noun a mistake made 
when keyboarding so that characters are 
transposed 

literary /'lit(o)rori/ adjective relating to 
literature 

literary agency /'lit(o)rori ,eidzonsi/ 
noun an office which represents authors in 
their negotiations with publishers, and 
finds publishers for new works by authors, 
for a commission 


literary agent /'r(o)rori ,erdzont/ 
noun somebody whose job is to negotiate 
business contracts on behalf of an author 


literary executor  /lt(o)rori 1g 
'zekjuto/ noun a person appointed by an 
author in his will, to look after their unpub- 
lished works and papers after they die 


literary forensics  /lt(orori fo 
'renziks/ noun the scientific examination 
of documents of disputed authenticity 


Literary Marketplace  /lit(o)rori 
'ma:kitpleis/ noun an American publica- 
tion listing people such as publishers, 
agents and translators (NOTE: The British 
equivalent is the Writers' and Artists' 
Yearbook.) 

literary property /,lit(o)rori 'prppoti/ 
noun the ownership of a copyright 
literary scout /‘lit(9)rari skaot/ noun a 
person who looks for suitable books for a 
publisher to publish in another country 
literate /'Irt(o)rot/ adjective able to read 
and write 

literature /'Itt(o)rotfo/ noun 1. written 
works such as novels, plays and poetry, 
especially those considered to have artistic 
quality 2. printed information on a specific 
subject 

literature survey /'Iit(o)rot fo ,s3:ver/ 
noun a bibliography listing material on a 
given subject or sometimes in a given loca- 
tion 

lith film /110 fılm/ noun high quality and 
contrast photographic film used in litho- 
graphic printing 

lithograph /'1185gra:f/ noun a work of 
art printed from a stone or plate by lithog- 
raphy 

lithographic /,l10əu'græfrk/ adjective 
referring to lithography 
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lithographic paper /,l10əu'græfık 
,perpo/ noun fine paper for printing litho- 
graphs 
lithography /l1'@vgroafi/, litho /‘lar8au/ 
nouna method of printing in which the ink 
sticks to greasy areas of treated metal, 
stone or film and is then transferred to 
paper 
COMMENT: Lithography was invented in 
1798 by a German artist, Alois Senefelder. 
It was originally the art of drawing a design 
on stone in greasy ink, then printing from it. 
The surface now used is a metal plate, but 
the principle is the same: this is that a 
greasy surface attracts ink, while a wet 
surface repels ink. The design is drawn on 
the surface with greasy ink, the surface is 
then rolled with a damp roller to wet it, and 
then the inking roller passes over it, leaving 
ink on the parts which are greasy and not 
leaving ink on those parts which are wet. 
litho plate /lai050 pleit/ noun the 
printing surface in lithography 
litho prep /'lai0o0 prep/ noun US the 
make-up of film or repro 


live area /'laiv ,eorio/ noun the area of 
an image or page which will print 

living standards /‘livin ,stzendodz/ 
plural noun same as standard of living 


‘Livres Hebdo’ /,li:vrə 'ebdou/ noun a 
French weekly magazine dealing with 
books and publishing matters 


load /laud/ noun goods which are trans- 
ported 


loading /'loodig/ noun 1. a substance 
such as clay or gypsum, added to paper 
furnish during beating before the paper- 
making process to make the paper more 
opaque and more solid. » filler 2. the action 
of adding gypsum or clay to paper stock 


loan /loon/ noun something that is lent 
and must be returned 


LOC abbreviation Library of Congress 
Catalog number 


local /'look(o)l/ adjective belonging or 
relating to the specific area where you live 
or work 


Local Area Network /,louk(o)l ,eorio 
'netwa:tk/ noun a system linking 
computers, terminals and printers, within a 
restricted geographical area, which share 
the same stored information in the network 
memory. Abbr LAN 

local author /ləuk(ə)l '2:05/ noun an 
author who lives in the area served by a 
bookshop or local radio station, and who is 
given special promotion 


local interest title — /look(o)l 
'int(o)rost ,tart(o)l/ noun a book which is 
interesting to people living in a certain 
area, but less so to anyone else 

locally /‘lauk(a)li/ adverb in the area near 
where an office or factory is based o We 
recruit all our staff locally. 


local paper /,lauk(9)l 'perpo/ noun a 
newspaper which sells in a particular area, 
and carries news about that area 

loc. cit. abbreviation ‘in the place 
quoted', used in a footnote to refer to 
another note (NOTE: From for the Latin 
phrase ‘loco citato’.) 


lock /Ipk/ verb to fasten something to 
prevent access m noun 1. a device for 
closing a door or box so that it can be 
opened only with a key 2. a device to 
prevent a forme from moving 


lock up /,Ipk 'Ap/ verb n to lock up type 
to screw the quoins tight in a chase so that 
the metal type cannot fall out 


loft-dried paper /Ipbft draid ,perpo/ 
noun paper which has been dried slowly in 
a special drying room 

logical palette /|bdsik(o)] 'pzlot/ 
noun a graphics object that includes the 
colour palette information it requires 


logo /'ləugəu/ noun a special design 
which identifies the products and publicity 
material of a company or organisation 


logotype /pgoutarp/ noun a single 
piece of metal type which prints a whole 
Word, a trademark, or the distinctive name 
of a newspaper, etc. 

long /lop/ adjective having many words or 
pages 

long-bodied type /|1py ,bodi:d 'tarp/ 
noun characters cast on a larger body such 
as 8 point on 9, which means that leading 
is not needed 

long column /,lvp 'knlom/, long page 
/log 'perdz/ noun a column which is 
longer than the others and has to be cut, or 
which is allowed to be longer than others to 
avoid an awkward widow 

long credit /lop 'kredit/ noun terms 
allowing the borrower a long time to pay 
long dash //1py 'dæf/ noun same as em 
dash 

long descenders /'og drisendoz/ 
plural noun alternative characters in partic- 
ular typefaces that have longer descenders 
than the normal characters in the same face 
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long discount /,lop 'diskaunt/ noun a 
trade discount or discount from a manufac- 
turer to a retailer 

long grain /loņp grem/ noun paper 
where the grain runs parallel to the longer 
side of the sheet 

longhand /'Ipghand/ noun handwriting 
where the words are written out in full and 
not in shorthand o Applications should be 
written in longhand and sent to the human 
resources officer. 

long inks /155 rpks/ plural noun viscous 
inks, that is, inks which flow relatively 
easily (NOTE: The opposite is short inks.) 
long page /loņ 'perd3/ noun a page 
which is longer than the others and has to 
be cut, or which is allowed to be longer 
than others to avoid an awkward widow 
long run /‘Ipy ran/ noun a print run 
which is longer than normal 

long s /,lpy 'es/ noun a letter ‘s’ in the 
form of an ‘f’, used in books printed before 
the end of the 18th century 

long-term  /log  'ts:m/ adjective 
concerning a long period of time o The 
long-term plans include the development 
of a music library. 

long ton /1py 'tAn/ noun a measure of 
weight equalling 1016 kilos 

look and feel /,.lok on 'fi:l/ noun the 
appeal of the design, layout, and ease of 
use of a website to potential customers and 
the way the site fits the image the company 
is trying to put across 

looker out /,luka 'aut/ noun a person 
who looks out books in a warehouse 

look out /,luk 'aut/ verb to find books in 
a warehouse, according to the picking list 
lookthrough /'lok 0ru:/ noun how paper 
looks when it is held up to the light to 
examine it for finish or opacity 

look up /,luk 'Ap/ verb to search for 
information, e.g. by consulting a reference 
book 

look-up table /'lok Ap ,teib(o)l/ noun a 
collection of stored results that can be 
accessed very rapidly by a program 
without the need to calculate each result 
whenever needed. Abbr LUT 


COMMENT: For computer graphics a look-up 
table may be a table of pixel intensity or 
colour information which increases the 
range of values that can be displayed. 
Since the values are stored in a look-up 
table they do not have to be computed each 
time they are called up, and execution time 
is reduced. 


loop /lu:p/ noun a series of actions that 
are performed repeatedly until the proce- 
dure has been completed 

loose insert /lu:s 'mnss:t/ noun an 
insert which is not bound into the maga- 
zine 

loose-leaf book /lu:s li:f 'buk/ noun a 
book with loose pages which can be taken 
out and fixed back again on metal rings in 
a special binder 

lorem ipsum /,lo:ram 'rpsom/ noun a 
Latin-based dummy text used by printers 
to display page layouts or font typefaces, 
without being distracted by legible English 
text 

loss-leader /'lps ,lixdo/ noun an article 
which is sold very cheaply to attract 
customers 

lossless compression /,lvslos kom 
'pref(o)n/ noun an image compression 
technique that can reduce the number of 
bits used for each pixel in an image without 
losing any information or sharpness 
lossy compression /losi kom 
'pref(o)n/ noun an image compression 
technique that can reduce the number of 
bits used for each pixel in an image, but in 
doing so loses information 

low /lou/ adjective relating to type or 
blocks which are not as high as the forme 
and have to be raised by interlaying 
lower case /looo 'kers/ adjective 
relating to small letters such as a, b, c, as 
opposed to upper case A, B, C. Abbr Ie 
low-level /lou 'lev(9)/ adjective not 
very important o A low-level delegation 
visited the ministry. o A low-level meeting 
decided to put off making a decision. 
low-level computer language /,lou 
Jev(9)) kom'pju:to ,laeggwids/ noun a 
programming language similar to machine 
code 

low opacity paper /l,ou ou'pzsiti 
,perpo/ noun transparent paper 

low-res abbreviation low-resolution 

low resolution /loo ,rezo'lu:f(o)n/ 
adjective relating to the ability to display 
preset shapes on the screen rather than 
individual pixels. Abbr low-res 
low-resolution graphics //oo ,rezo 
Iu:f(o)n 'grafiks/, low-res graphics 
/lou rez 'grefiks/ plural noun ability to 
display character-sized graphic blocks or 
preset shapes on a screen rather than using 
individual pixels. Compare high-resolu- 
tion 


Ludlow 
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Ludlow /'lAdlou/ a trademark for a type 
of composing machine which sets slugs of 
display type in large point sizes, used for 
headings 

lump sum /amp 'sam/ noun money 
paid in one single amount, not in several 
small sums o He received a lump sum for 
the copyright, as opposed to an advance 
and a royalty. 

LUT abbreviation look-up table 


luxury /'lAk fori/ noun an expensive thing 
which is not necessary but which is good to 
have 

luxury edition /'lAk fori r,drf(o)n/ noun 
an edition printed on fine paper with a 
superior binding 

lying press /'lau pres/ noun a small 
press used to hold handbound books while 
they are being glued. Also called laying 
press 


M prefix 1. one million. Full form mega 2. 
symbol for 1,048,576, used only in 
computer and electronic related applica- 
tions. Full form mega 3. one thousand 
machine binding /mo'fi:zn ,bamdry/ 
noun binding by an automatic binding 
machine 

machine-coated paper /mo'fiin 
keoutid ,perpo/ noun paper which is 
coated while being made in the paper- 
making machine, and is therefore cheaper 
than paper coated off the machine 
machine code /mo'fi:in kaud/ noun 
instructions and information shown as a 
series of binary figures which can be read 
by a computer. Also called machine 
language 

machine | composition — /mo'fi:n 
,kompeziJ(o)n/ noun typesetting by the 
hot metal method, where the compositor 
keyboards and the machine sets the type in 
hot metal 

machine direction /mo'fi:n dar 
rekfon/ noun the way in which the grain 
of the paper lies in the same direction as 
the movement of the web along a paper- 
making machine. Also called grain direc- 
tion 

machine-finished paper /mo'fi:n 
,finrft ,perpo/ noun paper that has been 
finished by passing through calenders on 
the papermaking machine. Abbr MF paper 
machine-glazed paper /mo'fiin 
gle1zd ,perpo/ noun paper that has been 
dried on a heated cylinder, giving a glossy 
finish to one side. Abbr MG paper 
machine language /mo' fiin 
aeggwids/ noun same as machine code 
machine-made paper /mə'fi:xn 
meid/, machine-produced paper noun 
paper which has been manufactured by a 
machine, not handmade o The grain in 
machine-made paper runs along the web. 


machine minder /mə'fi:in ,marndə/ 
noun a person in charge of a printing 
machine 

machine proof /mo'fi:n pru:f/ noun a 
proof of sheets of a book, taken from the 
printing press 

machine-readable code /mo,fi:n 
,ri:dob(o)l 'koud/ noun a set of signs or 
letters which a computer can read 
machine revise /mo'fi:n ri, vaiz/ noun 
a final proof taken from the printing press 
before printing starts 

machine room /mo'fi:n ru:m/ noun the 
section of a printing works where the 
printing takes place 

machinery guards /m»' fi:nori ga:dz/ 
plural noun pieces of metal which prevent 
employees from getting hurt by the moving 
parts of a machine 

machine translation /mo,fi:n trans 
'lerf(o)n/ noun translation from one 
language into another carried out automat- 
ically by a computer 

machine wire /mo'fi:n ,waro/ noun a 
wire or plastic cloth in a fourdrinier paper- 
making machine, on which the paper is 
formed 

machining /mo' fi:nin/ noun printing on 
paper using a printing press 

machinist /mo'fi:ntst/ noun a person 
whose job is to work a machine 

mackle /'mak(2)l/, mackled proof noun 
a blurred proof, which has been badly 
printed 

macro /mzkrou/ noun a block of instruc- 
tions which is activated by a single 
keystroke on a computer 

macron /'mzkrpn/ noun a little line (^) 
printed above a vowel to show that it is 
pronounced long 

made endpapers /,meid 'endperpoz/, 
made ends plural noun specially thick 


magazine 
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endpapers which are made by glueing 
several sheets together 

magazine /,mzego'zim/ noun 1. a 
regular weekly, monthly or quarterly publi- 
cation containing articles, stories, photo- 
graphs and advertisements 2. a radio or 
television programme made up of several 
different items 3. a container on a Linotype 
machine which contains the matrices from 
which the slugs are cast 4. a container for 
slides to be used in an automatic projector 
magazine insert /,mago'zi:n ,ins3:t/ 
noun an advertising sheet put into a maga- 
zine when it is mailed or sold 

magazine mailing — /mzgo'zi:n 
,meilm/ noun the sending of copies of a 
magazine by post to subscribers 
magazine publisher /,mzgo'zi:n 
,pAblrfo/ noun a publishing house which 
publishes magazines 

magazine reel stand /,mzgo'zirn ri:l 
,staend/ noun a device which is near a 
web-fed press, with spare reels of paper 
magazine supplement /,mzgo'zi:n 
,SAplimont/ noun a supplement to a news- 
paper, in the form of a magazine format 
section, usually in colour, given free with 
the weekend edition of a newspaper 


magenta /mo'dzento/ noun one of the 
process colours, a shade of red 


magnetic — /maeg'netik/ X adjective 
relating to something that uses electrical 
magnetism to record and store information 
to be read by a computer 

magnetic character reading /mæg 
netik 'karrkto ,ri:din/, magnetic ink 
character recognition /mzg,netik 1k 
ikerikto ,rekog'nrf(o)n/ noun a system 
that recognises characters by sensing 
magnetic ink, used on cheques. Abbr MCR, 
MICR 


magnetic head /mzg,netik ‘hed/ 
noun an electromagnetic device that reads, 
writes or erases data on a magnetic 
medium 

magnetic ink /mzg,netrk 'rpk/ noun a 
special ink with magnetic particles in it, 
used for printing cheques 

magnetic tape /mzg,netik 'terp/ noun 
tape coated with a magnetic material so 
that electrical signals can be recorded on to 
it for speech, film or computer information 
magnification — /,mzegnifr'kerf(o)n/ 
noun the amount by which something has 
been made to appear larger, or the process 


of magnifying a picture o The lens gives a 
magnification of 10. 

magnify /mzegnifay/ verb to make 
something appear bigger or more impor- 
tant than it really is 

mail /metl/ noun letters and parcels deliv- 
ered by the Post Office 

mail box /'meil boks/ noun 1. one of 
several boxes where incoming mail is put 
in a large building 2. a box for putting 
letters or small packages which you want 
to post 3. an electronic storage space with 
an address in which a user's incoming 
messages are stored 

mailing /‘meilin/ noun the act of sending 
something in the post 

mailing house /'meilin haus/ noun a 
company who undertakes distribution of 
large amounts of printed matter 

mailing list /'merli lıst/ noun 1. a list 
of names and addresses kept by an organi- 
sation so that it can send people informa- 
tion or regular publications 2. an electronic 
list of e-mail addressees or subscribers 
who usually have an interest in the same 
topic 

mailing piece /'meilin pi:s/ noun a 
leaflet suitable for sending by direct mail 
mailing shot /'merli fpt/ noun leaflets 
sent by mail to possible customers 

mail merge /'meil m3:d3/ noun a word- 
processing program which allows a 
standard letter to be sent out to a series of 
different names and addresses 


mail order /,meil 'o:do/ noun a system 
of buying and selling from a catalogue, 
placing orders and sending goods by mail 
mail-order business /'merl o:do 
,biznrs/, mail-order firm, mail-order 
house noun a company that sells products 
by mail 

mail-order catalogue /mei o:do 
,kaet(o)Ing/ noun a catalogue from which 
a customer orders items to be sent by mail 
mail-order selling /'meil »:do ,selin/ 
noun selling by taking orders and 
supplying a product by post 

mail room /'meil ru:m/ noun a room in 
an office where incoming letters are sorted 
and sent to each department, and where 
outgoing mail is collected for sending 
mail shot /'meil fot/ noun a large 
number of information or publicity leaflets 
sent out to a selected group of prospective 
customers 
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main entry /,mein 'entri/ noun the 
fullest entry in a catalogue, often with a 
tracing of related references 

mainframe /'meinfrermm/, mainframe 
computer /,meinfrerm  kom'pju:to/ 
noun a large-scale high-power computer 
system that can handle high-capacity 
memory and backing storage devices as 
well as servicing a number of operators 
simultaneously 

main index /,mein 'indeks/ noun a 
general index which guides users to more 
specific entries 

main selection /,mern si'lek fon/ noun 
a book which is the first choice offered to 
the club members and is heavily promoted 
maintenance /'meintonons/ noun the 
process of keeping something in good 
condition by giving it regular care and 
attention 

maintenance contract /‘meintonons 
ikontrekt/ noun an arrangement with a 
repair company to make regular checks 
and repairs at special prices 

majuscule /mzdsoskjud/ noun a 
capital letter or upper case letter (NOTE: 
The opposite is minuscule or lower case 
letter.) 

make even /,meik 'itv(o)n/ verb to 
arrange type so that it runs the full width of 
the line, or to arrange that the last line of a 
section being set is a full line 

make good /,meik 'gud/ verb to repair 
or to compensate for something o to make 
good a loss o The company will make good 
the damage. 

makegood /'merkgud/ noun an adver- 
tisement which is run a second time 
because there was a mistake in the first run 
make ready /,merk 'redi/ verb to get a 
printing machine ready for printing, e.g. by 
placing the plates in it and testing the paper 
and the impression 

make-ready time /,meik 'redi ,tarm/ 
noun the time taken by a printer to prepare 
the machines and plates for printing 
maker-up /,merko 'Ap/ noun a person 
who puts text into pages 

make up /,meik 'Ap/ verb 1. to compen- 
sate for something 2. to split text into pages 
with headlines, page numbers, etc., and 
arrange typeset material into the correct 
page formats before printing 

making /'meikrp/ noun production of an 
item o Ten tonnes of paper were used in the 
making of the order. 


making up /,merkry 'Ap/ noun the act of 
bringing the printed sections of a book 
together before sewing 

malware /'mzelweo/ noun software such 
as viruses designed to cause damage or 
disruption to a computer system 

MAN /mzn/ abbreviation metropolitan 
area network 

management /'manida3mont/ noun the 
process of controlling an organisation, 
company or group 

management accountant 
/lmanidamont o,kauntont/ noun an 
accountant who prepares financial infor- 
mation for managers so that they can take 
decisions 

management accounts 
/lmanidamont o,kaunts/ plural noun 
financial information such as sales, 
expenditure, credit and profitability, 
prepared so as to assist a manager in taking 
decisions 

Management By Objectives 
/manidamont bar ab'jektivz/ noun a 
system of managing a company by stating 
the aims of the organisation as the basis of 
policy. Abbr MBO 

management consultant 
/lmanidamont  kon,sAltont/ noun a 
person who gives advice on how to manage 
a business 

management course /'manidamont 
kots/ noun a training course for managers 
management team /'mznid3mont 
titm/ noun a group of managers working 
together 

management trainee /,mznid3mont 
trer'ni:/ noun a young member of staff 
being trained to be a manager 
management training 
/ maenidamont 'treinr/ noun the training 
of managers by making them study the 
principles and practices of management 
manager /'manid39/ noun a person who 
is responsible for running a company, 
organisation or group 

managerial /,mzno'dsroriol/ adjective 
relating to the work of a manager 
managing director /,mznodzi da: 
'rekto/ noun a director who is in charge of 
a whole company 

mandatory /'mzendot(o)ri/ adjective 
compulsory o /t is mandatory to pay taxes. 
mandatory meeting /,mzndot(o)ri 
'mittzp/ noun a meeting which all 
members have to attend 
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manga /'mæņgə/ noun a Japanese style 
of comic-book fantasy drawing, character- 
ised by over-large eyes and a layout in 
which the panels run right to left 
man-hour /'mzn avo/ noun the amount 
of work done by one person in one hour o 
One million man-hours were lost through 
industrial action. 

manifold paper /'mznifould ,perpo/, 
manifold bank noun a very thin light 
paper or airmail paper 

manilla /mo'nilo/, manila noun fibre 
from the leaves of a plant grown in the 
Philippines, used to make strong thick 
brown paper which is very difficult to tear 
oamanilla envelope 

manilla card /mo'nilo ka:d/ noun board 
used in stationery 

manipulate /mo'nipjoleit/ verb to 
control people, data or situations to 
produce a specific result 

manipulation /mo,nipjo'lerf(o)n/ 
noun the act of moving, editing or 
changing text or data o The high-speed 
database management program allows the 
manipulation of very large amounts of 
data. 

manned /mznd/ adjective with some- 
body working on it o The switchboard is 
manned twenty-four hours a day. o The 
stand was manned by our sales staff. 
manning levels /mznrm ,|ev(o)lz/ 
plural noun the number of people required 
in each department of a company to do the 
work efficiently 

manual /'mznjuol/ noun a document or 
book containing instructions about the 
operation of a system or machine m adjec- 
tive done by hand rather than by machine 
manual data processing /,mznjuol 
'deito ,prausesin/ noun the sorting and 
processing of information without the help 
of a computer 

manual entry /mznjuol| 'entri/, 
manual input /,mzenjuol 'Input/ noun the 
act of entering data into a computer by an 
operator via a keyboard 

manually /'mzenjuoli/ adverb done by 
hand, not by a machine o Invoices have had 
to be made manually because the computer 
has broken down. o The paper has to be fed 
into the printer manually. 

Manual of Style /,mznjool ov 'stail/ a 
trade name for a book of instructions on 
spelling, hyphenation and punctuation, 
published by the University of Chicago 


Press, and widely used by American 
editors, printers and publishers (NOTE: The 
British equivalent is  Hart’s Rules 
published by Oxford University Press.) 
manufacture /,menju'fektfa/ verb to 
make something in a factory m noun the 
making of a product for sale, using 
machines 


manufacturer /,maenju'fzekt fərə/ 
noun à company which makes a product 


manufacturer's recommended 
price /mznjufektforaz ,rekomendid 
‘prais/ noun the price at which the manu- 
facturer suggests a product should be sold 
on the retail market, though often reduced 
by the retailer 


manufacturing /,menjo'fektform/ 
noun the production of machine-made 
products for sale 

manufacturing capacity /,mznju 
'faekt forro ko,pesiti/ noun the amount of 
a product which a factory is capable of 
making 

manufacturing clause /,mznju 
'faekt fori ,klo:z/ noun US a clause in the 
American Copyright Act 1978, restricting 
the import into the USA of books written 
by Americans and published outside the 
USA, abandoned in 1982 


manufacturing — costs /meznju 
'faekt fori kpsts/ plural noun the costs of 
making a product 


manufacturing industries /,mznju 
'faekt form ,1indostriz/ plural noun indus- 
tries which take raw materials and make 
them into finished products 


manuscript /‘menjuskript/ noun a 
typed or handwritten text of something 
before it is printed o The advance on royal- 
ties will be paid on acceptance of the 
completed manuscript for publication. 
Abbr MS 


map /mzp/ noun a diagrammatic repre- 
sentation of an area of land 
COMMENT: Maps are now mainly 
computerised and are output on plotters. 
This allows the information on a map to be 
stored as a database, which can be used to 
produce maps on different scales, with 
different colour designs, etc. 
map papers /'mzp ,perpoZz/ plural noun 
papers used for map work, with high 
opacity and good folding capacity 
mapping pen /'mzpry pen/ noun a pen 
with a fine round point, used for drawing 
maps 


165 


marketing agreement 





marble /'ma:b(9)l/ verb to colour paper 

with a swirling pattern of colours, similar 

to patterns on marble 

marbled  endpapers  /ma:b(o)ld 

,endperpoz/ plural noun endpapers made 

with marbled paper 

marbling /'ma:b(o)lmp/ noun coloured 

patterns used on endpapers 
COMMENT: Marbling involves making an 
irregular pattern of lines of colour, as 
opposed to stippling, which is an irregular 
pattern of dots or spots of colour. In 
marbling, the paper is placed in a vat in 
which a gum solution made from Irish moss 
is covered with liquid colours, which are 
moved into swirling patterns. 

marching display /'ma:t [1j di,splei 

noun a display device containing a buffer 

which allows the last few characters 

entered to be displayed 


margin /'ma:dsin/ noun a blank space 
around a section of printed text between 
the printed text and the edge of the paper 
COMMENT: Margins should be wide enough 
to allow the book to be trimmed not only 
when it is bound for the first time, but if it 
needs to be rebound in a library binding. 
The four margins are not usually the same 
width: the back margin is the narrowest and 
the foot margin the widest. The ratios 
between the four margins vary from book to 
book and from printer to printer, but 
common ratios are: (back : top : foredge : 
foot)2:3:4:60r1.5:2:3:4. Note that 
the opposite is the case with magazines, 
where the top of the page is more important 
and has a wider margin than the foot. 
marginal /'‘ma:d31n(a)l/ adjective in a 
margin 
marginal cost /,ma:dam(o)| 'kpst/ 
noun the cost of making a single extra unit 
above the number already planned 
marginalia /,ma:d31'netlia/ plural noun 
marginal notes 
marginal notes /'ma:dsin(o)l noots/ 
plural noun notes in small type printed in 
the outer margin of a page 
marginal pricing — /,ma:dain(o)l 
'prarsmp/ noun the act of making the 
selling price the same as the marginal cost 
marginal revenue  /,ma:dsin(o)l 
'revenju:/ noun income from selling a 
single extra unit above the number already 
sold 
margination /,ma:dzin'erf(o)n/ noun 
the act of giving margins to a printed page 
margin guide /'ma:d3m gard/ noun in 
desktop publishing programs, a non- 
printing line or box that shows on-screen 
where the page margins are 


margin of error /,ma:dain ov 'ero/ 
noun the number of mistakes that are 
considered to be acceptable in a document 
or calculation 

margin of safety /,ma:d3in ov 'serfti/ 
noun sales which are above the breakeven 
point 

mark /ma:k/ noun 1. a sign or symbol 
written on a page 2. the score or grade 
achieved for an assignment or examination 
m verb to assess work and award it a grade 
or score 

mark down /,ma:k 'daun/ verb to make 
something such as a grade or price lower 
mark-down /'ma:k daun/ noun 1. a 
reduction of the price of something to less 
than its usual price 2. a percentage amount 
by which a price has been lowered o We 
have used a 3096 mark-down to fix the sale 
price. 

marked proof /,ma:kt 'pru:f/ noun a 
proof which has been read by the printer's 
reader, with their corrections marked in 
green ink, sent to the publisher for reading 
and for instructions for corrections 
marker /'ma:ko/ noun an object that is 
used to show the position of something 
marker pen /'ma:ko pen/ noun a 
coloured pen used to indicate or highlight 
sections of text 

market /'ma:kit/ noun 1. the number of 
people wishing to buy a product or the area 
of the world where it is sold 2. n to find a 
market niche to find a section of the 
market which is not catered for, and sell 
into it o to come on to the market to 
become available for sale o This shop has 
just come on to the market. m verb to 
organise the sale of a product by deciding 
the price, the areas where it will be sold 
and how it will be advertised 
marketable /ma:kitob(o)l/ adjective 
easy to sell 

market analysis /,ma:kit o'nzlosis/ 
noun same as market research 

market capitalisation — /,ma:kit 
,kapitolar'zerf(o)n/ noun the value of a 
company calculated by multiplying the 
price of its shares on the stock exchange by 
the number of shares issued o a company 
with a £1m capitalisation 

marketing /'ma:kitip/ noun techniques 
used in selling a product, such as pack- 
aging and advertising 

marketing agreement /'ma:kiti o 
,grirmont/ noun a contract by which one 
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company will market another company's 
products 

marketing department /'ma:kıtıy di 
,pa:tmont/ noun a department in a 
company which specialises in using 
marketing techniques to sell a product 
marketing manager = /ma:kitry 
manidso/ noun a person in charge of a 
marketing department 

marketing plan /‘ma:kitin plen/ noun 
a strategy for selling a product or service 
by planning the advertising and distribu- 
tion within a selected market 

market leader /,ma:kit 'lixdo/ noun the 
product which sells most in a market, or a 
company which has the largest share of a 
market 

market opening /'ma:kit ,oop(o)ni/ 
noun the possibility of starting to do busi- 
ness in a new market 

market opportunities /,ma:kit ppo 
'tjurnitiz/ plural noun the possibility of 
finding new sales in a market 

market penetration /,ma:kit ‚peni 
'trerf(o)n/ noun an expression of how 
much of the chosen market is reached by a 
product o They estimated a 5096 market 
penetration for the information service. 
marketplace /'ma:kitplers/ noun 1. the 
potential number of people who will buy a 
product or use a service 2. a place where 
goods or services can be sold or offered 
market research /,ma:kit. ri'sa:tJ/ 
noun the process of examining the possible 
sales of a product and the possible 
customers for it before it is put on the 
market. Also called market analysis 
market test /,ma:kit 'test/ noun an 
examination to see if a sample of a product 
will sell in a market 

market trend /,ma:kit 'trend/ noun a 
gradual change taking place in a market 
market value /,ma:krt. 'velju:/ noun 
the value of a product or of a company if 
sold today 

mark up /,ma:k 'Ap/ verb to prepare 
copy for printing by indicating such things 
as font size, typeface and layout 
mark-up /'ma:k ap/ noun 1. the act of 
communicating typographical details to 
the printer by writing them on the manu- 
script 2. an increase in price o We put into 
effect a 1096 mark-up of all prices in June. 
3. the amount added to the cost price to 
give the selling price o We work to a 350% 
mark-up. 


mask /ma:sk/ noun a black overlay put 
over part of a film or illustration, so that it 
does not reproduce m verb to cover those 
parts of a photograph which are not to be 
reproduced 
masking paper /‘ma:skin ,perpo/ 
noun paper used to mount films for plate- 
making 
masking tape /'ma:skir terp/ noun an 
adhesive tape used to cover parts of a film 
mass /mes/ noun 1. a large group of 
people 2. a large number o They received 
masses of orders after the TV commercials. 
mass market /mæs 'ma:kit/ noun a 
very large market, covering a large propor- 
tion of a population 
mass marketing /omzes 'mat:kiti/ 
noun marketing which aims at reaching 
large numbers of people 
mass market paperback /,mzs 
Qma:kit. 'perpobek/ noun a paperback 
book aimed at the mass market 
mass storage /,mzs 'sto:rid3/ noun 
the storage and retrieval of large amounts 
of data 
“Its not unusual for universities or 
government bodies to have rooms that 
are floor to ceiling with magnetic tapes", 
says Kevin Murrell, a curator at 
Bletchley Park Computer Museum. “Ten 
or fifteen years ago this was the most 
common  mass-storage medium, but 
today it's increasingly difficult to read 
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them"." [New Scientist] 


mass storage device /,mzs 'sto:r1d3 
di,vais/ noun a computer backing store 
device such as a disk drive which is able to 
store large amounts of data 

master /'ma:sto/ noun 1. the original 
document from which copies are made 2. 
the most important person or device within 
a system 

master file /'ma:sto fail/ noun the main 
copy of a computer file, kept for security 
purposes 

master page /'ma:sto peid3/ noun a 
standard layout for the pages of a book, 
prepared on screen in desktop publishing 
master printer /'ma:sto ,printo/ noun 
a printer who has passed qualifying exam- 
inations and trains others 

Master's degree /'ma:stoz digri:/ 
noun an academic degree, usually awarded 
after one or two years of postgraduate 
study 
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masthead /'ma:sthed/ noun 1. the name 
of a newspaper or magazine, which is 
usually set in a special design and printed 
at the top of the first page of each issue 2. 
the area at the top of a webpage, which 
usually contains the logo of the organisa- 
tion that owns the page, and often a search 
box and a set of links to important areas of 
the website 3. US details of the ownership, 
issue number and address of a newspaper 
or magazine, printed on the editorial page 
mat /mæt/ noun 1. a mould made from a 
page of standing metal type, used to make 
a stereo 2. a mould used to cast a piece of 
metal type » full form matrix 
match /mzet f/ verb to find an item that 
has equal characteristics o He had to match 
them for size and colour. 
Matchprint /'mztfprint/ a trade name 
for a pre-press proofing system using 
colour toners and a  photo-sensitive 
substrate 
material /mo'troriol/ noun a substance 
that can be used to make a finished product 
materials control /mə'trəriəlz kon 
,treul/ noun a system to check that a 
company has enough materials in stock to 
do its work 
materials handling — /mo'troriolz 
,haendlip/ noun the moving of materials 
from one part of a factory to another in an 
efficient way 
mathematical /,mae0o'maetik(o)l/ 
adjective relating to mathematics 
mathematical setting — /,ma0o 
'maetik(o)l ,setip/ noun specialised type- 
setting of mathematical texts 
COMMENT: Certain typesetters specialise in 
mathematical or scientific setting; such 
setting is normally more expensive than 
setting straight text. 
mathematical symbols 
/,mae0omaetik(o)l 'simb(o)lz/ plural noun 
various signs and symbols used in setting 
mathematical texts 
mathematics /,mæðə'mætıks/ noun 
the study of the relationship between 
numbers, their manipulation and organisa- 
tion, to prove facts and theories logically 
matrix /'meitriks/ noun 1. a copper 
mould used to cast a piece of metal type 2. 
a mould made from a page of standing 
metal type, used to make a stereo 3. a 
pattern of the dots that make up a character 
in phototypesetting or on a computer 
screen (NOTE: [all senses] The plural is 
matrices.) 


matt /mæt/, matte /maet/ adjective not 
shiny or with a dull surface 

matt art paper /,met 'a:t ,perpo/ noun 
coated paper which is not glossy (NOTE: 
The US term is dull-coated paper.) 
matter /'mætə/ noun a situation that you 
have to deal with o This is a matter which 
the library committee must decide. 

matt finish paper /'mzt fınıf ,perpo/ 
noun art paper which is not shiny 
mature /mo't [09/ verb to prepare paper 
for printing by exposing it to the tempera- 
ture and humidity levels of the pressroom 
maximum /'maksrimom/ noun 1. the 
largest amount possible 2. the highest 
achievement possible 

maximum measure /'mekstmom 
,me39/ noun the longest line which can be 
used 


Mb, MB abbreviation megabyte 


Mbps noun the number of million bits 
transmitted every second. Full form mega- 
bits per second 


MBS abbreviation mind body and spirit 
MByte abbreviation MB 


MCR abbreviation magnetic character 
reading 


mean line /'mi:n latn/ noun the height of 
lower case characters without ascenders 


measure /'me39/ verb to discover the 
size or quantity of something by using a 
calibrated instrument m noun 1. a set of 
scales or strip for measuring 2. an action 
taken to bring about a specific result o 
Measures have been taken to reduce the 
loss of books. 


measurement /'mes3omont/ noun size 
in units such as centimetres or inches 


COMMENT: In Britain, the measurements of 
paper sheets are normally given with the 
short side first (768 x 1008mm), while the 
physical measurements of a book are 
normally given with the height first and then 
the width. The format of this book is 198 x 
129. Note that in many countries, the 
measurements are given with the width first 
and height second, leading to much 
confusion. The measurement of type is 
based on the point system (one point is 
0.3515mm in Britain and the USA; 
0.376mm in Europe). 


mechanical /mri'kenrk(o)l/ adjective 
relating to something that has moving parts 
and uses power to perform tasks m noun 
camera-ready copy made either by pasting 
the various sections of finished text and 
illustrations on a piece of board ready to be 
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photographed, or on a piece of page layout 
software 


mechanical binding /mr'kenik(o)l 
,baindin/ noun bookbinding using a 
special device, e.g. spiral binding or comb 
binding 
COMMENT: The main types of mechanical 
binding are: plastic comb binding, where 
square holes are made in each leaf, into 
which the teeth of the comb fit; spiral 
binding, where the series of round holes are 
made in the leaves and a wire shaped like a 
spring is passed through them; ring binding, 
where only two or four holes are made in 
each leaf and heavy rings are fitted through 
them. 
mechanical composition — /mi 
,kaenik(9)] ,kompo'zif(o)n/ noun type- 
setting by the hot metal method, where the 
compositor keyboards the text and the 
machine casts the type in hot metal 


mechanical overlay /mı,kænık(ə)l 
'euvoeler/ noun an overlay which is cut out 
by a machine 


mechanical paper /mikzenik(o)l 
'perpo/ noun paper made from untreated 
wood, used in printing newspapers and 
paperbacks 

mechanical pulp /mr'kanik(9o)l pAlp/ 
noun pulp made from ground untreated 
wood which still contains impurities 


mechanical pulp board /mi 
,kaenik(9)l 'pAlp ,bo:d/ noun card made 
from mechanical pulp 


mechanical reproduction — /m: 
,kaenik(9)l ,rirpre'dAk[(o)n/ noun repro- 
duction by mechanical means, such as 
music on tape or record, or printed text by 
photocopying 

mechanical screen /m1,ken1k(o)l 
'skri:n/, mechanical tint noun shading in 
dots or lines, which is preprinted, and can 
be cut up and stuck down to give shading in 
artwork 


mechanical separation /mi 
,kanik(9)l ,sepo'rerf(o)n/ noun using a 
separate mechanical for each colour to be 
printed 

mechanical stipple /mı,kænık(ə)l 
'stip(9)l/ noun stipple which is preprinted 
and can be applied to the design by the 
designer 

media /'mi:dio/ noun the main means of 
communication as in radio, television and 
newspapers a the media, the mass media 
means of communicating information to 
the public (such as television, radio, news- 


papers) o The product attracted a lot of 
interest in the media. 

media analysis /'mi:dio o,nzlosis/ 
noun the examination of different types of 
media such as newspapers and television, 
to see which is best for promoting a partic- 
ular type of product. Also called media 
research 

media converter /'mi:dio kon,va3:to/ 
noun a multi-disk reader device which can 
read data from various sizes and formats of 
disk 

media coverage /'mi:dio ,kAv(o)rida/ 
noun the number of reports about a situa- 
tion or event in the newspapers, radio or 
television 

media research /'mi:dio r1,53:t f/ noun 
same as media analysis 

medical /"'medik(o)l/ noun relating to the 
study or treatment of illness 

medical certificate /'medīk(ə)l so 
,tifikot/ noun a certificate from a doctor to 
show that an employee has been ill 
medical publishing — /medik(o)l 
|; pAblirfrp/ noun the publishing of books on 
medical subjects 

medium /'mi:diom/ adjective neither 
large nor small, but middle-sized m noun 
the means used to communicate or express 
oneself o They communicated through the 
medium of the written word. (NOTE: The 
plural is media or mediums.) 

medium face /'mi:diom fers/ noun a 
typeface which is halfway between bold 
and light 

medium octavo /,mi:diom pk'ta:vou/ 
noun a traditional book format of 9 x 5 3/4 
inches 

medium screen /mi:diom skri:n/ 
noun a halftone screen about 90-120 lines 
per inch 

medium-term /,mi:diom 'ts:m/ adjec- 
tive for a period of one or two years 
mega- /meg?»/ prefix one million 
megabit /'megobit/ noun one million 
bits. Abbr Mb 

megabyte /'megobait/ noun a storage 
unit in computers, equal to 1,048,576 
bytes, or 10°? bytes. Abbr MB, Mbyte 
(NoTE: Roughly speaking, a megabyte is 
equivalent to one million printed charac- 
ters.) 

melinex /'melineks/ noun thick poly- 
ester base film 
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memo /'memoou/ noun a short message 
sent from one person to another in the same 
organisation 


memoirs /'memwa:z/ plural noun an 
autobiographical work, written in a less 
formal and more selective way than a full 
autobiography 

memorandum /,memo'rzndom/ noun 
full form of memo 


memorial volume — /mi'morriol 
,volju:m/ noun a book written in memory 
of someone 


memory /'mem(9)ri/ noun 1. a person's 
ability to remember things 2. the capacity 
to store information 


mending /'mendry/ noun a piece added 
to a printing plate 


menu /'menju:/ noun a list of options 
displayed on screen for the user of a 
computer program 


menu-driven software /,menju: 
,driv(o)n 'spftweo/ noun a program 
where commands or options are selected 
from a menu by the operator 


menu selection /'menju: s1,lekfon/ 
noun the choosing of commands from a list 
of options presented to the operator 


merchandise  /ms:tfondarz/ noun 
goods that are bought, sold or traded m verb 
to sell goods and services 


merchandiser /'ma:t [onda1zo/ noun 1. 
a person or company which organises 
either the display and promotion of goods, 
or the production of products based on 
other sources 2. a box or carton for the 
display of products such as books 
merchandising /'ms:tf(ə)n,darzıy/ 
noun the organisation of the display and 
promotion of goods for sale o merchan- 
dising of a product o merchandising 
department 
COMMENT: Merchandising can take many 
forms: it can include the production of 
children's toys based on a popular cartoon 
character; the sale of souvenirs linked to a 
famous tourist resort; special gifts tied into 
a special event such as the Olympic 
Games. Normally, if such products are 
based on characters in a book, the 
publisher will not be responsible for their 
manufacture, but will license a 
merchandiser to produce and sell them 
against payment of a royalty. 
merchandising rights 
/'ma:tf(o)ndaizm raits/ plural noun the 
right to produce products based on a char- 
acter in a TV programme or in a book 


merchant /'ms:t [ont/ noun somebody 
who buys and sells goods in bulk for retail 
sale 

merge /m3:d3/ verb to combine two data 
files on a computer. » mail merge 

merge sort /,m3:ds5 'so:t/ noun a soft- 
ware application in which the sorted files 
are merged into a new file 

metadata /'metodeito/ noun essential 
information contained in a document or 
web page, e.g. its publication date, author, 
keywords, title, and summary, which is 
used by search engines to find relevant 
websites in response to a search request 
from a user 


*Contivo Vocabulary Management 
Solution (VMS) (TM) provides a central 
semantics-based metadata repository, 
development tools, infrastructure, and 
code generators that automate data 
transformation for application 
integration across multiple platforms.’ 
[Business Wire] 


metal /'‘met(a)I/ noun the alloy used to 
make the type in metal setting 
COMMENT: The metal used in setting is an 
alloy of lead, tin and antimony, usually 
about 70% lead, 10% tin and 20% 
antimony. Lead is too soft to be used alone, 
and antimony is added to make it hard, 
while the tin makes the alloy tougher and 
also more fluid when liquid. Metal used in 
Linotype and Monotype machines has a 
higher proportion of lead. 
metal feeder /'met(3)l ,fi:do/ noun a 
device which lowers an ingot of metal 
slowly into the melting pot 
metallic /me'tzlrk/ adjective made of 
metal or containing metal 
metallic ink /me,taelik 'rgk/ noun ink 
with metal powder in it, normally gold, 
silver or copper, used to give a shiny effect 
metal rule /,met(2)l 'ru:l/ noun a steel 
ruler, marked in centimetres, picas, etc., 
which allows a printed measure to be 
calculated 
metal stitching /,met(o)) 'stıtf19/ 
noun the attaching of the sections of a book 
together with metal staples 
metamerism /me'taemoriz(o)m/ noun 
a phenomenon whereby some colours 
change their hue in different lighting 
conditions 
meterage /'mi:torid3/ noun the length 
of a reel of paper in metres o All reels must 
be of standard meterage. 
metre /'mi:to/ noun a measure of length 
equalling 3.4 feet (NOTE: Usually written m 
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after figures: The case is 2m wide by 3m 
long. The US spelling is meter.) 
metric /'metrik/ adjective 1. using the 
metre as a basic measurement 2. relating to 
a system of book and paper measurement, 
calculated in millimetres 
COMMENT: The main metric stock paper 
Sizes used in the UK are: metric quad crown 
(768 x 1008 mm), metric large crown (816 x 
1056 mm), metric quad demy (888 x 
1128mm) and metric quad royal (960 x 
1272mm). 
metric crown octavo /,metrik kraun 
pk'ta:vou/ noun a book format (186 x 
123mm) 
metric system /'metrik ,sistom/ noun 
a system of measuring, using metres, litres 
and grams 
metric ton /,metrrk 'tAn/, metric tonne 
noun 1000 kilograms (NOTE: The metric 
tonne is used in the UK for calculating 
paper requirements.) 
metropolitan area network 
/ metropplit(o)n ,eorio 'netwa3:k/ noun a 
network extending over a limited area, 
normally a city. Abbr MAN. Compare 
WAN 
mezzotint /'mtsoutint/ noun a printing 
process using an etched copper plate 
MF paper /,em 'ef ,perpo/ abbreviation 
machine-finished paper 
mg abbreviation milligram 
MG cylinder /,em 'd5i: ,silindo/ noun a 
device attached to a papermaking machine 
to give a glaze to paper 
MG machine /,em 'd3i: mo,fi:n/ nouna 
papermaking machine which has an MG 
cylinder 
MG paper /,em 'd3i: ,perpo/ abbrevia- 
tion machine-glazed paper 
MICR abbreviation magnetic ink character 
recognition 
micro- /markrou/ prefix used to indicate a 
very small version of anything 
microcontent /'markrou,kpntent/ 
noun a single piece of data on the Internet 
which has its own URL or link and can be 
accessed by a hand-held device if needed, 
e.g. a weblog posting or a weather forecast 
microencapsulation — /maikrouin 
,kapsju[[a'»f]lerf(o)n/ noun the use of 
tiny amounts of a substance surrounded by 
gelatine or plastic, e.g. to hold perfume in 
particular novelty inks 
microfiche /'markroo fi: f/ noun a small 
sheet of photographic film on which infor- 
mation is stored in very small print 


microfiche reader  /maikroofi:f 
Titdo/ noun a machine that magnifies the 
writing on microfiche film and displays it 
in readable form on a monitor 

microfilm /'maikroofilm/ noun material 
for making microfiches m verb to make 
microfiches 

micrographics ^ /'maikroo,grafiks/ 
plural noun images and graphics stored as 
micro images 

micro image /'markrou ,1m1d3/ noun a 
stored graphical image which is too small 
to be seen with the naked eye 
micrometer /mar'kromito/ noun a 
device for measuring the thickness of 
materials such as paper 

micron /'maikrpn/ noun a metric meas- 
urement of the thickness of paper, one 
millionth of a metre. Compare mil 
micropayment X /'maikroopermont/ 
noun a small charge made to users in return 
for Internet content, usually per page 
downloaded, on pages which are not spon- 
sored by advertisers 

microphotograph /'markrou 
feoutogra:if/ noun a very small-scale 
photograph 

micropublishing /‘markraupablifin/ 
noun the publishing of microfilms 
Microsoft Network  /,mairkrospft 
'netwa3:k/ noun a vast online service to 
provide information, database links to the 
Internet and electronic mail especially for 
Windows users. Abbr MSN 

mid- /mıd/ prefix middle 

middle management  /mid(o)l 
'maenidamont/ noun a level of manage- 
ment which has responsibility for a part 
within the structure of a whole organisa- 
tion 

mid-space /'mid spers/, middle space 
noun a space which is one quarter the size 
of an em space 

migrate /mar'greit/ verb to transfer a file 
from one computer system or database to 
another 

migration  /mar'grerf(o)n| noun a 
transfer of computer data, programs or 
hardware from one system to another 

mil /mil/ noun a measurement of the thick- 
ness of paper mainly used in the USA (one 
thousand mils equal one inch). Compare 
micron 

milking machine /'mılkıy mo,fi:n/ 
noun à portable machine which can accept 
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data from other machines and then transfer 
it to a large computer 
mill /mil/ noun a building where a partic- 
ular type of material is processed or made 
millboard /'milbo:d/ noun thick paper- 
board used in binding books 
mill conditioned paper /mil kon 
,dif(o)nd ,perpo/ noun paper which has 
been prepared in the mill for normal 
humidity levels 
mill edge /'mil ed3/ noun the rough edge 
of paper as supplied from the mill 
mill finishing /'mil ,finrfrp/ noun the 
act of passing paper through calenders at 
the end of the papermaking process 
mill glazing /mil ,glerzig/ noun the 
process of drying paper on a heated 
cylinder which gives a glossy surface to 
one side 
milligram /'mriligraem/ noun one thou- 
sandth of a gram (NOTE: Usually written mg 
after figures.) 
millimetre /'milimi:to/ noun one thou- 
sandth of a metre (NOTE: Usually written 
mm after figures.) 
mill join /'mil d3ə1n/ noun the joining of 
two webs done at the paper mill 
Mills and Boon /,milz on 'bu:n/ nouna 
romantic novel published by, or of the kind 
typically published by, the firm of Mills 
and Boon, publishers of popular romantic 
fiction 
mind body and spirit /maind ‚bodi 
ən ' spirit/ noun a category of books 
dealing with alternative topics such as 
natural medicine, new faiths and oriental 
mysticism. Abbr MBS 
mine /main/ noun a rich source of some- 
thing, especially information 
‘In addition, once the business processes 
have been optimised/re-engineered, the 
information technology function should 
provide tools to empower staff to search 
for and mine the data stores around the 
organisation.’ [Financial Times] 
mini- /mini/ prefix combining with nouns 
to indicate a smaller version of something 
o mini-computer 
miniature /'minit f[o/ noun 1. a coloured 
picture in an illuminated manuscript 2. a 
much reduced copy of a document 3. a 
small, very detailed drawing or painting 
especially on ivory or vellum 
minimum /'mrinimom/ noun the smallest 
amount possible 


miniweb /'miniweb/ noun a web offset 
printing machine, using a narrow web of 
paper, typically printing 32 or 64 pages in 
black or eight A4 pages in colour 

mint /mint/ noun new, or like new o The 
books are in mint condition. 

mint stock /'mint stpk/ noun a stock, 
e.g. of books, which is in perfect condition 
minus /'mairnos sarn/, minus sign noun 
a printed or written sign (-) to indicate 
subtraction or to show a negative value 
minus colour /'marnos ,kala/ noun the 
colour which results if a colour is removed 
from white light 

minuscule /'miniskju:l/ noun a lower 
case letter (NOTE: The opposite is majus- 
cule or upper case letter.) 

minus setting /'mainos ,setin/ noun 
the act of reducing the spaces between 
letters, either to save space or to avoid 
awkward letter combinations like L and T 
which can leave gaps if spaced normally 
MIPS /mips/ noun a measure of processor 
speed. Full form million instructions per 
second 

miscellaneous /,miso'lemios/ adjec- 
tive relating to a collection of items that are 
all very different from each other 
miscellany /mi'seloni/ noun a collec- 
tion of written texts on a variety of subjects 
in one book 

misfile /mrs'fail/ verb to file something 
such as a document in the wrong place 
misinform /,misin'fo:m/ verb to give 
incorrect information to somebody 
misprint /'mrsprint/ noun a mistake in 
printing 

misregister /'misred3isto/ noun a 
printing fault when the colour plates are 
out of register 

mission statement — /mif(o)n 
,Steitmont/ noun a statement of the aims 
and objectives of an organisation 

mitre /'mairto/ verb to cut metal rules at 
the corners when making up a page of 
metal type 

mixer /'mikso/ noun a vat containing 
strained pulp into which china clay or resin 
are added before the pulp passes through 
into the papermaking machine 

mixing /'"miksm/ noun the use of 
different fonts and typefaces on the same 
line 

mm abbreviation millimetre 
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mock-up /'mpk ap/ noun a model of a 
new product or building which can be used 
to show to potential customers 
modelling tint /'mod(ə)lıy tint/ noun a 
tint, usually blue or red, added to pure 
white to make it brighter 

modem /'moudem/ noun an electronic 
device which converts binary to analogue 
signals so that data can be transmitted over 
the telephone network 

modern /'mpd(o)n/ adjective relating to 
the recent past or the present time 
modern face /'mpbd(o)n fers/ noun a 
typeface with thin straight serifs, and 
where there is a marked difference 
between thick and thin strokes 

modern figures /'mpd(o)n f1ıgəz/, 
modern numerals plural noun same as 
lining figures 

moiré /'mwa:rer, moire noun 1. a 
picture distortion which is caused by inter- 
ference beats of similar frequencies 2. an 
unwanted watery effect which is created by 
a set of closely spaced lines that are placed 
over another set, seen in film or prints 
moiré effect /"'mwa:rer 1,fekt/ noun an 
interference pattern like watered silk, 
which occurs in colour printing when 
screens are set at wrong angles 

moisture /'moist [o/ noun dampness or 
an amount of water in the atmosphere or a 
material 

moisture content of paper /,moist fə 
,kontent ov 'perpo/ noun the amount of 
moisture in paper, shown as a percentage 
of the paper weight 

moisture-set ink /'morstfo set ,1pk/ 
noun ink which dries after the pigment and 
resin have been transferred to the paper and 
are separated from the vehicle by spraying 
with a fine moisture mist 

money order /'mani ,»:do/ noun a 
document which can be bought by sending 
money through the post 

monitor /'‘monit9/ noun a visual display 
unit used to show the text and graphics 
generated by a computer m verb to make 
regular checks to see how something or 
somebody is working 

monitored hyphenation /,monitod 
.haifo'nerf(o)n/ noun hyphenation done 
by the keyboard operator 

monk /mank/ noun a printed area which 
has received too much ink and is very dark 
(NOTE: The opposite is friar.) 

mono /'mpnou/ adjective black and white 


monochrome /'mpnokroum/ noun 1. 
an image in one colour, usually shades of 
grey and black and white 2. a black and 
white photograph 
monogram /'mpnogram/ noun a device 
made of several initials linked together 
monograph /'mpnogra:f/ noun a book 
on one specific subject 
monoline /'mpnoularn/ noun a typeface 
such as Futura where all the lines are the 
same thickness 
monolingual /,mpnau'lmgwal/ adjec- 
tive using only one language o a monolin- 
gual dictionary 
Monophoto /'mpnoufootou/ a trade 
name for a computerised phototypesetting 
system 
monospacing /‘mpnouspetsin/ noun a 
system of typesetting where each character 
occupies the same amount of space, as 
opposed to proportional spacing 
Monotype /'mpnoutarp/ a trade name 
for a composing machine, invented by 
Lanston in 1894, which casts separate 
pieces of type from hot metal using a 
special design of typefaces 
COMMENT: In a Monotype machine, the 
compositor keyboards the text onto 
perforated paper tape, which is then passed 
through the casting machine, each 
character being cast separately, the metal 
type being arranged in order automatically 
with spacing to make up the justified lines. 
The Monotype system needs two 
processes (keyboarding and casting) which 
makes it slower than Linotype. However, 
because each character is separate, 
corrections are much easier and less costly 
on the Monotype system. 
Monotype set system /'mpnootarp 
set ,sistom/ noun a system where the 
basic em quad is a set size 
Monotype unit system /'mpnootarp 
,ju:nit ,ststom/ noun a system of compu- 
terising typesetting, where each character 
is given a number of units 
montage /'mpnta:3/ noun a combina- 
tion of photographs, drawings or parts of 
pictures used for display or advertising 
monthly /manOli/ noun a magazine 
published once a month 
moral right /,mprol 'rait/ noun the right 
of people such as editors or illustrators to 
have some say in the publication of a work 
to which they have contributed, even if 
they do not own the copyright 
mordant /'mo:dont/ noun fluid for 
etching a printing plate 
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morgue /mo:g/ noun in journalism, a 
collection of miscellaneous reference 
material 

morocco /mo'rpkou/ noun a soft leather 
made from goatskin, or a leather made in 
imitation of it from sheepskin or calfskin, 
used for covering books 

Morse /mo:s/, Morse code /,mo:s 
'kəud/ noun a system for representing 
letters and numbers by signs consisting of 
one or more short or long signals of sound 
or light which are printed out as dots and 
dashes 

mother set /'maðə set/ noun a set of 
printing plates or of type, which is used 
only to make stereos and not for printing 
(NOTE: Used particularly for reference 
books which reprint many times and where 
the stereos get worn out frequently.) 
motion picture /,moof(o)n 'pıktfə/ 
noun a film made to be shown in the 
cinema 

motion picture rights /moof(o)n 
piktfo ,raits/ plural noun same as film 
rights 

mottle /'mpt(o)l/ noun a printing fault 
caused by the uneven absorption of ink 
mottled /'mpt(o)ld/ adjective 1. relating 
to an area of solid colour which has a light 
and dark pattern, due to a defect in printing 
2. relating to a page which has both glossy 
and matte areas 

mould /moold/ noun 1. a plastic forme 
taken from metal setting, used to make a 
stereo 2. a tray with a wire mesh bottom in 
which handmade paper is made 
mould-made paper /'məuld merd 
,perpo/ noun handmade paper 

mount /maunt/ verb 1. to organise an 
event and ensure that it happens 2. to fix 
something in a particular place, especially 
a piece of artwork or film on a card backing 
or in a frame m noun 1. a base in a forme on 
which a plate is placed to make it the same 
height as the standing type 2. a backing or 
support to which something is fixed, e.g. a 
sheet of cardboard used as a backing for a 
photograph 

mounted block /'mauntid blpk/ noun 
a letterpress block fixed on a mount to raise 
it to type height 

mounting board /'mauntry bo:d/ noun 
the base on which printing plates are fixed 
mouse /maus/ noun a small hand device 
used to control the cursor on a computer 
screen (NOTE: The plural is mice.) 


mouse-driven /‘maus ,driv(o)n/ adjec- 
tive referring to a computer program which 
uses a mouse rather than a keyboard for 
input 

.MOV suffix a file extension for a film file. 
Full form movie 

movable type /'mu:v(o)bol tarp/ noun 
type cast as individual metal units, as 
opposed to slugs which are type cast as a 
whole line 

Moving Picture Experts Group 
/,mu:vir) ,prkt fo 'ekspa:ts ,grurp/ noun 
full form of MPEG 

MP3 /,em pi: 'Ori:/ noun a computer file 
standard for downloading compressed 
music from the Internet, playable on a 
multimedia computer with appropriate 
software. Full form Moving Picture 
Experts Group, Audio Layer 3 

.mp3 suffix a file extension for an MP3 
file. Full form Moving Picture Experts 
Group, Audio Layer 3 

MPEG /'empeg/ noun a data file for 
moving pictures on the Internet. Full form 
Moving Picture Experts Group 

.mpeg /'empeg/, .mpg suffix a file exten- 
sion for an MPEG file. Full form Moving 
Picture Experts Group 

MS abbreviation manuscript (NOTE: The 
plural is MSS.) 

MSN abbreviation Microsoft Network 
mull /mal/ noun cloth glued to the back of 
a book block before the cased binding is 
attached (NOTE: Mull is thin cotton gauze 
which has been stiffened by being dipped 
in size.) 

mullen /‘malon/ noun the 
strength of paper 

mullen burst tester /malon baist 
,testo/ noun an instrument for testing the 
burst strength of paper, in which a sample 
of paper is placed over a diaphragm which 
is inflated until the paper bursts 

multi- /malti/ prefix used to form adjec- 
tives describing things which have many 
parts 

multicasting /‘maltika:stin/ noun the 
process of sending data across a network to 
several recipients simultaneously 
multicolour /,maAlti'kAlo/ adjective with 
several colours 

multicolumn layout /,maltikvlom 
'leraot/ noun a page layout with several 
columns, used especially in newspapers 
and magazines 
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multi-disk reader /,malt: disk 'ri:da/ 
noun a device that can take in data from 
different sizes and formats of disk 
multilingual /,malti'lrygwol/ adjective 
using several languages o a multilingual 
dictionary of technical terms 

Multilith /maltili0/ a trade name for a 
small offset printing press 

multimedia ^ /,malti'mi:dio/ noun 
programs, software and hardware capable 
of using a wide variety of media such as 
film, video and music as well as text and 
numbers 

multinational /,malti'nzf(o)nol/ noun 
a company that has branches or subsidiary 
companies in several countries o The 
company has been bought by one of the big 
multinationals. 

multi-part stationery /maltr pa:t 
'sterf(o)nori/ noun continuous stationery 
with two or more sheets together 
multiplex /‘maltipleks/ verb to combine 
several messages in the same transmission 
medium 

multiplexing /'maltrpleksi/ noun the 
combining of several messages in the same 
transmission medium 

multiplexor /'maAltiplekso/ noun a 
device that combines a particular number 
of inputs into a smaller number of outputs 


multiplication /,mAltiplr'kerf(o)n/ 
noun a mathematical operation that adds 
one number to itself a number of times 
multiplication sign — /,maltrpli 
'kerf(o)n sain/ noun a printed or written 
sign (x) used to show that numbers are 
multiplied 

multi-ring binder /‘malti rm ,bamndo/ 
noun a type of loose-leaf binding which 
uses a series of metal rings 

multi-strike printer ribbon /,malti 
straik 'printo ,kolam/ noun an inked 
ribbon in a printer that can be used more 
than once 

multiversity /,malti'vas:siti/ noun a 
university that has many affiliated or asso- 
ciated institutions such as research centres 
and colleges 

multivolume /‘malti,volju:m/ adjec- 
tive published in several volumes 

mutton /'mat(o)n/ noun an em or width 
of type equivalent to 12 points, taken as the 
width of a capital M 

mutton rule /'mat(o)n ru:l/ noun an em 
rule 


M weight /'em weit/ noun US the weight 
of one thousand sheets of paper 


nap /naep/ noun the surface of paper, 
usually referring to a rough surface 

nap roller /nzep ,roolo/ noun an ink 
roller used in lithography 

narrowband /naeroobend/ noun a 
communication method that uses a band- 
width less than that of a voice channel 
narrow measure /'nzroo ,me3ə/ noun 
an act of setting an indented line 
national advertising /,næf(ə)nəl 
‘eedvotaizin/ noun advertising that covers 
a whole country 

National Library of Australia 
/,n&[(o)nol ,laibrari ov ps'treilio/ noun 
the national library of Australia, in 
Canberra, established as an independent 
institution by an Act of Parliament in 1960. 
It was founded in 1901 as part of the 
Commonwealth Parliamentary Library. 
National Library of Canada 
/,na&f(o)nol ,larbrori ov 'kaenodo/ noun 
the national library of Canada, founded in 
Ottawa in 1953 

National Library of New Zealand 
/nef(a)nel larbrori ov nju: 'zi:lond/ 
noun the national library of New Zealand, 
in Wellington, created in 1966 by 
combining the collections of the General 
Assembly Library, the Alexander Turnbull 
Library and the National Library Service 
National Library of Scotland 
/,n& (o)nol larbrəri ov 'skptlond/ noun 
the national library of Scotland, situated in 
Edinburgh and founded in 1925, having as 
its core the much older Library of the 
Faculty of Advocates. It is Scotland's only 
copyright deposit library. 

National Library of Wales 
/,n& (o)nol |aibrori ov 'weilz/ noun the 
national library of Wales, situated in Aber- 
ystwyth in Ceredigion and founded by 
royal charter in 1907. It is Wales's only 
copyright deposit library. 


national media /'nej(o)nol ,mi:dio/ 
noun the nationally distributed or marketed 
broadcast and print products of a country, 
e.g. major newspapers and television 
programming 

national press /,nz(o)nol 'pres/ noun 
newspapers that cover more general news 
and are sold in all parts of the country 


natural language processing 
/ net f(a)ral 'lengwid3 ,prousesin/ noun 
the branch of computational linguistics 
concerned with the use of artificial intelli- 
gence to process natural languages, as in 
machine translation. Abbr NLP 


navigable § /'nevigab(a)l/ adjective 
relating to a website that is designed to 
enable the user to move between or 
through sections by clicking on usually 
highlighted computer links 

navigate /'nzvigert/ verb to move 
between the different areas of a website by 
using the links provided in it 

NBA abbreviation Net Book Agreement 


NC noun a UK qualification in a voca- 
tional subject that is roughly equivalent to 
a GCSE. Full form National Certificate 
ND noun 1. used in publishers’ reports to 
indicate that it is not known when a book 
will be in stock. Full form no date 2. a UK 
vocational qualification that is roughly 
equivalent to two A levels. Full form 
National Diploma 

NE abbreviation new edition 


neckline /'nek,laın/ noun a white line 
under a heading 

negative /negotiv/ noun a developed 
film in which the colour tones are reversed 
and used to produce a positive print 
negative assembly /negotiv o 
'sembli/ noun the process of assembling 
negatives ready to make a plate 
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negative film /negotiv frlm/ noun 
photographed film where the colours are 
reversed, from which normal prints can be 
made 

negative reading film  /negotiv 
wtirdin ,film/ noun film where the colours 
are reversed 

negotiation /nrgouJi'erf(o)n/ noun 
discussions between people who have 
different viewpoints in which they try to 
reach an agreement 

net /net/ adjective relating to a final 
amount when everything has been 
deducted o a net profit n terms strictly net 
payment has to be the full price, with no 
discount allowed 

net assets /,net 'zesets/ plural noun the 
value of all the property of a company after 
taking away what the company owes 

net book /'net buk/ noun a book that is 
sold at a net price, which cannot be 
discounted 

Net Book Agreement /,net 'bok o 
,grizmont/ noun formerly, the agreement 
between publishers and booksellers that 
books would be sold at an agreed price 
with no discounting allowed — abandoned 
in 1995/6. Abbr NBA 

net cash flow /,net 'kæf ,flou/ nounthe 
difference between money coming in and 
money going out of a firm 

net income /net 'inkam/ noun the part 
of a person's income which is left after 
taking away tax and other deductions. Also 
called net salary 

netlag /'netlæg/ noun a temporary loss of 
contact between an Internet user and a 
server, usually caused by network delays 
net margin /,net 'ma:d3in/ noun a 
percentage difference between received 
price and all costs, including overheads 
net price /net 'prars/ noun a price 
which cannot be reduced by a discount 
when sold retail 

net profit /,net 'prpbfrt/ noun a result 
where income from sales is more than all 
expenditure plus overheads 

net receipts /,net ri'si:ts/ plural noun 
receipts after deducting things such as 
commission, tax or discounts 

net salary /,net 'szelori/ noun same as 
net income 

net sales /,net 'seilz/ plural noun sales 
less damaged or returned items 

net terms /net 'ta:mz/ plural noun 
terms offered by a publisher to an agent or 


bookseller on the basis of an agreed net 
price 

net weight /,net 'wert/ noun the weight 
of something after the packaging has been 
deducted 


network /'netwa3:k/ noun a large number 
of people, organisations or machines that 
work together as a system m verb to join 
computers together so that they work as a 
system 

network architecture /,netws:k 
‘arkitektfa/ noun the method in which a 
network is constructed, e.g. the layers in an 
OSI system 

networked system  /netws:kt 
'sistom/ noun a system in which several 
computers are linked together so that they 
all draw on the same database 
networking /'netwa:kip/ noun the act 
of linking computers so that users can 
exchange information or share access to a 
central store of information 

network of distributors /,netwa:k ov 
dis'tribjutoz/ noun same as distribution 
network 

net worth / net 'w3:0/ noun same as net 
assets 

net yield /,net 'ji:ld/ noun profit from 
investments after deduction of tax 

new edition /nju: r'drf(o)n/ noun a 
book that has recently been reprinted with 
some updating and changes 

new paragraph /nju: 'parogra:f/ 
noun an editing mark to show the type- 
setter that the text should start a new para- 
graph 

new release /,nju: ri'li:s/ noun a new 
book or record put on the market 

news /nju:z/ noun information about 
things that have happened o The business 
news is in the central pages of the paper. o 
Financial markets were shocked by the 
news of the devaluation. 

news agency /'nju:z ,eidaonsi/ noun 
an office that has reporters who write news 
reports which are then distributed to news- 
papers and television companies 
newsagent /'nju:zeidzont/, news 
dealer noun a person who runs a shop 
selling newspapers and magazines. » CTN 
newsboard /'nju:zbo:d/ noun grey 
cardboard made from waste newspapers 
news bulletin /‘nju:z ,bulitin/ noun a 
report on TV or radio of the latest news 
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newsgroup /'nju:z,gru:p/ noun a 
feature of the Internet that provides free- 
for-all discussion forums 


newsletter /'nju:zleto/ noun a brief 
publication issued by an organisation to its 
members with internal news and informa- 
tion 

newspaper /'nju:zperpo/ noun a daily 
or weekly publication consisting of a 
number of large sheets of folded cheap 
paper containing printed news articles and 
pictures 

newspaper publisher /nju:zperpo 
|pAbliJo/ noun the owner of a newspaper 
newsprint /'nju:zprint/ noun cheap 
paper on which newspapers and magazines 
are printed 


newsreader  /nju:zr:do/ noun a 
computer program that allows somebody 
to read and post messages to Internet news- 
groups 

news release /'nju:z ri,lizs/ noun a 
sheet giving information about an event 
which is sent to newspapers and TV and 
radio stations so that they can use it o The 
PR department is preparing a news release 
on our merger plans. Also called press 
release 


newsstall /nju:zsto:/ noun a small 
outdoor shop or kiosk selling newspapers 
and magazines 


news stand /nju:z stznd/ noun a 
small wooden shop on a pavement, for 
selling newspapers 


new technology /,nju: tek'nplodsi/ 
noun electronic communication machines 
that have been recently invented 


next to editorial /nekst to jedi 
'to:riol/, next text noun instructions from 
an advertiser to a magazine to place an 
advertisement next to editorial matter 


niche /ni:f/ noun an area in business 
which exactly fits the needs of a special- 
ised group o They found a niche in the 
market for their product so it sold well. 
nick /nik/ noun a groove across the front 
of the stem of a piece of type, so that the 
compositor can easily tell which is the 
front of the piece 

nickel /'nrk(o)l/ noun metal used in elec- 
troplating 

nickel electro /'nrik(2)l r.lektrou/ noun 
an electro made of lead and a coating of 
nickel and copper, used for long print runs 


niger morocco /'naid3a mo,rpkou/ 
noun good-quality African leather, used 
for bindings 

night shift /nait frft/ noun a shift 
worked during the night 

nil return /,nil rr't3:n/ noun a report 
showing no sales, income or tax 

nip /nip/ noun the area where two rolls of 
paper are in contact m verb to hold a book 
tightly when binding, so as to press out any 
air from between the pages 

nip and tuck folder /ntp on ‘tak 
ifaulda/ noun a folding machine in which 
the sheet is pushed between gripping 
surfaces by a blade 

nipping /'nipr/ noun the act of pressing 
a sewn book so as to remove air from 
between the pages, before or after binding 
(NOTE: The US term is smashing.) 

nip rolls /'nip ravlz/ plural noun two 
parallel rolls which take the paper and feed 
it into a folding machine 

NK noun a report from a publisher, 
showing that a book which has been 
ordered was not published by them. Full 
form not known 

node /noud/ noun a piece of data in a 
database which has more than one link 
from it to other pieces of data 

noise /no1z/ noun 1. electronic interfer- 
ence in an online search resulting in 
responses that are not useful 2. an elec- 
tronic signal present in addition to the 
wanted signal, resulting in noisy interfer- 
ence 

nominal ledger /,nomin(9)l 'ledzo/ 
noun a book that records a company's 
income and expenditure in general 

non- /npn/ prefix not 

nonbook /npbn'buk/ adjective not in the 
form of a book, or consisting of things 
other than books, e.g. as video tapes o non- 
book media 

nonbook materials /non'buk mo 
,trerielz/ plural noun publications such as 
videos, maps or cassettes, which are not 
books 

nonbookshop outlets /non'bukfop 
,autlets/ plural noun places which are not 
bookshops but which sell books, such as 
supermarkets 

nonconsumable textbook /,nonkon 
'sjurmab(a)l ,tekstsbok/ noun a textbook 
which students should keep clean, without 
writing anything in it, so that it can be 
passed on to other students 


178 





noncounting keyboard 

noncounting keyboard — /non 
‘kauntiy  ,kitbo:d/ noun an entry 
keyboard on a  phototypesetter that 


produces a continuous output of characters 
on tape without hyphenation or justifica- 
tion instructions 
nondelivery /nondi'liv(o)ri/ noun a 
situation where something is not delivered 
nondigital /non'didzit(o)/ adjective 
not processing, operating on, storing, 
transmitting, representing or displaying 
data in the form of numerical digits, as a 
digital computer does 
nondurables /non'djoorob(o)lz/ plural 
noun goods which are used up soon after 
they have been bought, such as food or 
newspapers 
nonexclusive copyright /nonik 
,Sklu:siv 'kppirart/ noun a right to use a 
copyrighted resource which can be 
extended to other people 
nonfading material /non,ferdiy mo 
'troriol/ noun material which will not lose 
its colour 
nonfiction /npn'frk f(o)n/ noun writings 
that convey factual information rather than 
an imaginary story 
nonimage area /non'mmids ,eorio/ 
noun the area on a lithographic plate which 
is not to be printed, and which does not 
take ink 
nonlining figures /non'lamriy ftgoz/ 
plural noun Arabic numerals with 
ascenders and descenders, as opposed to 
lining figures. Also called nonranging 
figures 
non-net /non 'net/ adjective not sold at a 
net price 
COMMENT: Formerly used to refer to 
educational books, with low discounts, 
which amounted to a handling charge on 
orders from schools. If the booksellers 
wished to place educational books on their 
shelves to sell to the general public, they 
could mark up the price to give themselves 
a higher margin. 
nonpareil /,npnpo'rei(o)l/ noun an old 
type size, equivalent to the modern 6 point 
nonprinting codes /non'printiy 
kəudz/ plural noun codes that represent an 
action of the printer rather than a printed 
character 
nonprofit-making organisation 
/non profit ,meikip ,o:gonar'zerJ(o)n/ 
noun an organisation such as a charity, or 
some university presses, which is not 
allowed by law to make a profit o Non- 
profit-making organisations are exempted 


from tax. (NOTE: The US term is nonprofit 
corporation.) 

nonranging figures /non,remnd31n 
'figoz/ plural noun same as nonlining 
figures 

nonreader /npn'ri:do/ noun somebody 
who does not or cannot read, especially a 
child who has difficulty in learning to read 


nonreflective ink /,nonr1'flektrv rpk/ 
noun ink used to print machine-readable 
codes and characters, such as on cheques 


nonreturnable packing /non ri 
,t3:nob(9)l 'peekin/ noun packing which 
is to be thrown away when it has been used 
and not returned to the sender 


nonspecialist /npn'speJ(o)list/ noun a 
person who is not qualified or expert in a 
specific occupation or field of study, 
though perhaps having a wide range of 
knowledge 


nonstock /non'stpk/ adjective 1. not 
held in stock o Non-stock items have to be 
ordered specially and may take some time 
to reach the shop. 2. not normal o The book 
is an odd format, and we had to use a non- 
stock size of paper. 


nonwoven  /npn'woovon/ adjective 
imitation cloth made from paper pulp, 
treated chemically to give it strength and 
embossed to imitate the woven surface of 
cloth 

Nordsen glueing /'no:dson ,glu:1/ 
noun a method of adding a strip of glue at 
the joints of a heavy book when casing in, 
to give more strength 


not /nvt/ noun handmade paper pressed 
without metal plates, giving a very rough 
finish. Compare hot-pressed paper 


notched binding /nptft ,baindry/, 
notch binding noun a perfect binding 
process, where notches are cut into the 
spine of the folded untrimmed pages, 
helping the glue to penetrate and hold the 
sections together when the cover is glued 
in place. Also called slotted binding 


note /noot/ noun a piece of additional 
information in a catalogue or bibliography 
m verb to write down details of something 
and remember them o We note that the 
goods were delivered in bad condition. o 
Your order has been noted and will be 
dispatched as soon as we have stock. o 
Your complaint has been noted. 


notebook /'noutbok/ noun a book for 
writing notes in 
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notepaper /'nootperpo/ noun good- 
quality paper for letters 

notice /nootis/ noun a written 
announcement displayed so that everyone 
can read it 

noticeboard /nootisbo:d/ noun a 
board fixed to a wall so that information 
can be displayed for people to read 

novel /'npv(o)l/ noun a long fiction narra- 
tive story 

novelist /‘nov(o)list/ noun a writer of 
novels 

novella /no'velo/, novelette /,npvo'let/ 
noun a short novel 

n.p. abbreviation 1. new paragraph 2. no 
place of publication 3. no price 4. no 
printer's name 

NUJ noun a British trade union with 
members working in newspaper and book 
publishing; also in radio and TV. Full form 
National Union of Journalists 

number /'nambo/ verb to place the call 
number or the charging symbol on or in a 
book m noun a symbol representing quan- 
tity, e.g. 1, 20, 64, 103 (NOTE: It is also 


written no.: no. 15. The plural is nos.: nos. 
2-20.) 

numbered edition /'nambod 1 
,dif(o)n/ noun a limited edition where 
each copy has a number written in it 
numeracy /'nju:m(o)rosi/ noun compe- 
tence in the mathematical skills needed to 
cope with everyday life and an under- 
standing of information presented mathe- 
matically, e.g. in graphs or tables 
numeral /'nju:m(o)rol/ noun a number 
in typesetting or writing 

numerical order  /nju:,merrk(o)l 
'o1do/ noun arrangement by numbers 
numeric data /nju:,mertk 'derto/ noun 
data in the form of figures 

numeric keypad /nju:,mertk 'ki:pæd/ 
noun part of a computer keyboard which is 
a programmable set of numbered keys 
NYO abbreviation not yet out 

NYP noun a publisher's report to a book- 
seller who has tried to order a book that has 
not been published. Full form not yet 
published 


obelisk /'pbolisk/ noun a printing sign 
(+) used after the name of a person to show 
that he or she has died, and also used as a 
reference mark 

obelus /'pbolos/ noun a printed mark (1) 
used in modern editions of ancient manu- 
scripts to indicate that the passage marked 
is thought not to be genuine 

obit /'oobit/, obituary /o'brt fuori/ noun 
an article in a newspaper about the life and 
work of a person who has recently died 
oblique /o'bli:k/ adjective 1. indirect and 
difficult to understand 2. sloping at an 
angle to the right 

oblique roman /o,bli:k 'rauman/ noun 
roman characters which slant to the right 
and look like italic 

oblique shading /o,bli:k ' ferdip/ noun 
shading of the thick curved lines in old- 
face type, where the shading runs round the 
top and bottom of curved letters, as 
opposed to the vertical shading used in 
modern faces 

oblique stroke /a'bli:k strauk/ noun a 
line sloping to the right (/) 

obliterate /o'blitoreit/ verb to erase or 
cover a piece of printing 

obscene /ob'si:n/ adjective shocking or 
offensive, usually because of pictures or 
references to naked people, sexual acts or 
bodily functions 

obscene publication /ob,si:n ,pAbli 
'kerf(o)n/ noun a book, film or any publi- 
cation which offends against an accepted 
standard of decency 

obscenity /ob'seniti/ noun 1. the fact of 
being obscene 2. something which is 
Obscene, e.g. a swear word 

obscenity laws /ob'seniti 1o:z/ plural 
noun laws which define what constitutes 
obscenity and set out penalties for 
producing obscene material 


occasional publication lo 
keirg(o)n(9)) ,pabli'kerf(o)n/ noun a 
document that does not appear on a regular 
basis 
OCR abbreviation 1. optical character 
reader 2. optical character recognition 
OCR font /,ou si: 'a: fpnt/ noun a char- 
acter design that can be easily read using 
an optical character reader 
COMMENT: There are two OCR fonts in 
common use: OCR-A, which is easy for 
scanners to read, and OCR-B, which is 
easier for people to read than the OCR-A 
font. OCR techniques are extremely useful 
in computerising data which has been 
typeset but not computerised, allowing for 
example an old specialised dictionary to be 
converted to computer tape, or allowing 
direct input of typewritten pages from an 
author: they are read by a computer and are 
typeset without rekeying. 
Octavo /pk'ta:vau/ noun a page made 
when a sheet of paper is folded three times, 
giving a 16-page section. Also called 
eightvo. Abbr 8vo 
octodecimo /,nktau'destmau/ noun a 
book size of about 10 x 16 cm/4 x 4 % in, 
or a book of this size. Abbr 18mo 
oddment /'pdmont/ noun a section of 
pages shorter than the normal signature 
which has to be printed separately to make 
up the full extent of a book, because the 
book does not make an even working 
odd number /,od 'nambo/ noun a 
number which cannot be divided by two to 
give a whole number o 5 and 7 are odd 
numbers. 
odd pages /,bd 'perd3iz/ plural noun 
pages with odd numbers 
odd sorts /'pd so:ts/ plural noun special 
characters which are not normally 
required, such as mathematical symbols or 
foreign accents 
odour-free ink /,oodo fri: 'rpk/ noun 
ink used to print on food packaging, which 
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has no smell and which cannot harm the 
contents of the package 


OEM abbreviation original equipment 
manufacturer 


off-centre /pf 'sento/ adjective not in the 
centre of a page or line o The map is 
slightly off-centre. 

offcut /'ofkat/ noun a piece of scrap 
paper left over when a sheet is trimmed to 
size 


offer /'pfo/ noun 1. a statement that you 
are willing to pay a certain amount of 
money to buy something o His agent is 
considering two offers from publishers. 2. a 
statement that you are willing to sell some- 
thing m verb to say that you are willing to 
pay a particular amount of money for 
something o The American publisher 
offered $50,000 for the paperback rights. 


offer for sale /,pfo fo 'serl/ noun a situ- 
ation where a company advertises itself for 
sale 


Office of Fair Trading /,pfrs ov feo 
'treidig/ noun a government department 
which protects consumers against unfair or 
illegal business. Abbr OFT 


office supplies /‘vfts so,plarz/ plural 
noun goods needed to run an office such as 
paper, pens and typewriters 

officialese /o,frfo'lizz/ noun unclear, 
pedantic and verbose language considered 
characteristic of official documents 
official publication /o,frf(o)) ,pAblr 
'kerf(o)n/ noun a document produced and 
published by official bodies, often kept by 
libraries as reference material 

official return /o,frf(o)] ri'ta:n/ noun 
an official report 

off its feet /,Df its 'fi:t/ adjective refer- 
ring to type which is not set straight on the 
base line 


offline /bf'lam/ adjective relating to a 
processor, printer or terminal that is 
disconnected from the network or central 
computer, usually temporarily o Before 
changing the paper in the printer, switch it 
offline. 

offline newsreader /,oflam 
'nju:zri:do/ noun a piece of software that 
allows a user to read newsgroup articles 
when the computer is not connected to the 
Internet 


offline printing /,pflain 'printiy/ noun 
a printout operation that is not supervised 
by a computer 


offline processing /,oflain 
‘prousesin/ noun processing by devices 
not under the control of a central computer 
(NOTE: The opposite is online 
processing.) 

offprint /'pfprint/ noun an extra printing 
of copies of a section of a journal, run on 
from the main printing and sold separately. 
Also called separate 

offset /pf'set/ verb 1. to print an image by 
offset lithography o The image is offset 
onto the paper. 2. to reproduce a book in a 
new edition by photographing a good copy 
of the previous edition 3. to balance one 
thing against another so that they cancel 
each other out o to offset losses against tax 
o Foreign exchange losses more than offset 
profits in the domestic market. 


offset blanket /'pfset ,blankit/ noun a 
rubber sheet round a cylinder, to which the 
ink is transferred from the printing plate 
before being printed onto the paper 
offset cartridge /'vfset ,ka:trid3/ 
noun paper of inferior quality to ordinary 
cartridge, made on a twin-wire machine 
and so smooth on both sides, used in offset 
printing 

offset cylinder /'pfset ,silindo/ noun 
same as blanket cylinder 

offset lithography /,vfset li'Opgrofi/ 
noun a printing process used for printing 
books, where the ink sticks to image areas 
on the plate and is transferred to an offset 
cylinder from which it is printed onto the 
paper 

offset paper /‘pfset ,perpo/ noun 
special paper for printing offset 

offset plate /'vfset plert/ noun a plate 
from which offset printing is carried out 
offset printing /'pfset ,prmtin/ noun a 
printing method that transfers the ink 
image to the paper via a second cylinder 
off-the-job training /,of óo dzob 
'treinin/ noun training given to employees 
away from their place of work, i.e. at a 
college 

oiled paper /,»ild 'perpo/ noun paper 
soaked in an oil such as linseed oil, used 
for wrapping 

OKWC noun an instruction from the 
editor to the typesetter to make corrections 
as indicated and then the text will be ready 
for press. Full form OK with corrections 


Old English /,auld 'rggl1f/ noun a black 
letter typeface as used in England 


old face 
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old face /'ould fers/ noun one of the first 
roman typefaces such as Bembo or Caslon, 
with oblique shading and which does not 
have much difference between fat and thin 
strokes 
old style face /,auld stail 'fers/ noun a 
typeface such as Caslon or Baskerville, 
with distinct serifs, derived from Classical 
Roman lettering 
COMMENT: Some old style faces are still 
widely used; Garamond, for example, is 
used especially for newspaper or magazine 
work. 
old style figures /,ould starl 'fıgəz/ 
plural noun Arabic figures in some type- 
faces such as Bembo or Caslon, where the 
3, 4, 5, 7 and 9 go below the base line and 
the 6 and 8 go up to cap height 
omission /oo'mrf(o)n/ noun something 
that has been omitted 
omit /oo'mit/ verb 1. to leave something 
out or not put something in 2. to fail to do 
something o He omitted to order enough 
paper for the required print run. 
omnibus /'omnibos/ noun a collection 
of stories or articles by one or more authors 
bound into one book 
omnibus agreement /‘pmnibos o 
,grixmont/ noun an agreement that covers 
many different items 
omnibus edition /'omnibos r,drf(o)n/ 
noun an edition of a series of books or 
short stories in one volume 
OMR abbreviation 1. optical mark reader 
2. optical mark recognition 
oncosts /'pnkosts/ plural noun amounts 
spent in producing a product which do not 
rise with the quantity of the product made 
on-demand publishing /n d: 
'marnd ,paAblifip/ noun a system of 
printing books as the demand arises, 
usually in very small quantities, as 
opposed to keeping larger quantities of 
books in stock 
one-off /,won 'vf/ adjective done or 
made only once o The new novel is a one- 
off item on their list. 
one-shot binding /,wan fot 'barndıp/ 
noun adhesive binding using hot melt glue 
only. » two-shot binding 
one-shot periodical rights /,wan 
Jot ,prori'pdik(9)l ,rarts/ plural noun the 
right to reprint part of a text in a single 
edition of a magazine or newspaper 
one-sided /,wan 'sardid/ adjective 1. 
favouring one side and not the other in a 


negotiation o a one-sided agreement 2. 
printed on one side of a sheet only 
one-sided art paper /,wan ,saidid 
‘ait ,perp ^ o/ noun paper that is coated on 
one side only, used for jackets 

one-up /,wan 'Ap/ adverb printed with 
one copy of the book at a time. Compare 
two-up 

onion skin paper /'Anjon skm ,perpo/ 
noun very thin paper made transparent by 
beating, used for airmail paper 

online /'pnlarn/ adjective 1. connected to 
a mainframe computer often by a remote 
terminal o The sales office is online to the 
warehouse. o We get our data online from 
the stock control department. 2. relating to 
data or information that is available when a 
terminal is connected to a central computer 
via a modem 


online editing /,onlain 'editip/ noun 
text editing by an editor or sub-editor on a 
terminal linked directly to the main 
computer 


online information retrieval /,pnlain 
Anfo'mer[(o)n ri,tritvol/ noun a system 
that allows an operator of an online 
terminal to access, search and display data 
held in a main computer 


online processing /,onlain 
‘prousesin/ noun processing by devices 
connected to and under the control of the 
central computer, in which the user 
remains in contact with the central 
computer while the processing is being 
carried out 

online storage /,vnlain 
noun data stored on a computer 
online system /,pnlain 'ststom/ nouna 
computer system that allows users who are 
online to transmit and receive information 
online transaction processing 
/,nnlam tren'zekfon ,prousesin/ noun 
interactive processing in which a user 
enters commands and data on a terminal 
that is linked to a central computer, with 
results being displayed on-screen 
On-screen /on_ 'skritn/ adjective, 
adverb with information being displayed 
on a screen o The text is edited on-screen. 
on-the-fly /,on óo 'flai/ adverb printing 
or outputting images as they are being 
processed 

on-the-job training /,on óo d3nb 
'treinin/ noun training given to employees 
at their place of work 
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OO noun a publisher's report to a book- 
seller, informing them that a book they 
have ordered is on order by the publisher. 
Full form on order 
OP abbreviation out of print 
opacity /oo'pasiti/ noun the quality of 
not allowing light through 
opaque /o'perk/ adjective difficult to see 
through or understand m verb to remove 
spots, blemishes or other parts of a nega- 
tive which are to be cut out from a plate, by 
painting over them with an opaque ink m 
noun ink used to cover up parts of a film 
COMMENT: Mechanical pulp will produce 
opaque paper; if woodpulp is chemically 
treated or beaten to increase its strength, it 
will lose opacity, and if beaten long enough 
will become semi-transparent (like tracing 
paper). Printing opacity of paper is usually 
measured with an  opacimeter. The 
measurement essentially involves finding 
the ratio of light reflected by one sheet of 
paper to that reflected by a thick pile of the 
same paper. 
open /'sopon/ adjective 1. at work or not 
closed o Some bookshops are open on 
Sundays. 2. with the pages visible or not 
closed 3. ready to accept something o open 
to offers m verb a to open inverted 
commas to indicate the beginning of a 
quotation 
open access /,oopon 'akses/ noun a 
system of organising a collection of infor- 
mation where users can find what they 
want for themselves o People have open 
access to the books in a public library. 
open back binding /oupon bæk 
,bamdrm/ noun same as hollow back 
binding 
open-ended /,supon 'endid/, open- 
end /,oopon 'end/ adjective with no fixed 
limit or with some items not specified 
open-flat /oopon  'flet/ adjective 
relating to a book which lies flat when 
opened 
opening /'oup(o)nry/ noun 1. pages of a 
book which face each other 2. the begin- 
ning part of a text 3. the act of starting a 
business m adjective first or at the begin- 
ning 
opening balance /'oup(o)niy ,belons/ 
noun the balance at the beginning of an 
accounting period 
opening bid /,aup(a)nry 'bid/ noun the 
first offer for something 
opening stock /,sup(o)nry 'stpk/ noun 
stock held at the beginning of an 
accounting period 


open market /,aupon 'ma:kit/ noun a 
market in which two publishers agree that 
both can sell the same book 

Open Prepress Interface /,supon pri 
‘pres ,Intofers/ noun a data transfer 
protocol which allows image files to be 
‘replaced’ with low-res versions in a layout 
and then retrieved when printing, to avoid 
the problems associated with transferring 
large amounts of data. Abbr OPI 
open-source /,opon 'so:s/ adjective 
relating to software or information that is 
free to be accessed, distributed, copied and 
used by any person without licensing or 
copyright restrictions 

Open System Interconnection 
/əUpən ,sistom ,intoko'nekf(o)n/ noun 
a standardised ISO network which is 
constructed in layer form, with each layer 
having a specific task, allowing different 
systems to communicate if they conform to 
the standard. Abbr OSI 

open to offers /,aupan to 'pfoz/ adjec- 
live ready to accept a reasonable offer 
OpenType /'supentarp/ a trade name 
for a font file format that can be used 
across applications and platforms 

open up /,supon 'Ap/ verb o to open up 
new markets to work to start business in 
markets where such business has not been 
done before 

OpenURL /;opon ju: arr 'el/ noun a 
computer language which identifies the 
person trying to access a document online 
and uses metadata to take them to the most 
appropriate format or version of that docu- 
ment 

operate /'pporeit/ verb to work or make 
something work 

operating /‘pporeitin/ noun the general 
running of a business or of a machine 
operating costs /'oporeiti 'kpsts/ 
plural noun same as running costs 
operating manual /'opərertıy 
manjuel/ noun a book showing how to 
operate a machine 

operating profit /'pporertm ,profit/, 
operating loss /'pporeiti los/ noun a 
profit or loss made by a company in its 
usual business 

operating System /'pporeitry 
,sistom/ noun basic software which 
controls the running of a computer 
operation /ppo'rerf(o)n/ noun the 
organisation and work in a business 


operations review 
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operations review /,bporerf(o)nz rI 
'vju:/ noun an examination of the way in 
which a company or department works to 
see how it can be made more efficient and 
profitable 

operative /'pp(a)rativ/ noun a person 
who operates a machine which makes a 
product 

operator /'pporeito/ noun a mathemat- 
ical symbol, term or other entity that 
performs or describes an operation, e.g. a 
multiplication or subtraction sign 

OPI abbreviation Open Prepress Interface 
opinion /o'pinjon/ noun a belief, view or 
judgement 

OPP /5o pi: 'piz/ noun the film usually 
used for laminating book covers. Full form 
oriented polypropylene 

opposite page /,ppozit 'perd3/ noun 
the other page of a double page spread 
optical /'pptik(o)l/ adjective 1. relating 
to or making use of light o An optical 
reader uses a light beam to scan charac- 
ters or patterns or lines. 2. relating to the 
eyes 

optical bar reader /,vptrk(9)l 'ba: 
Iiudo/ noun an optical device that reads 
data from a barcode. Also called optical 
wand 

optical brightener /'optık(ə)l 
,brait(o)no/ noun fluorescent dye added to 
paper pulp to make it white 

optical centre /,pptik(o)l 'sento/ noun 
the centre of a page, design or line of type 
as it appears to the eye, slightly higher than 
the actual centre 

optical centring /,pptik(o)l 'sentarm/ 
noun the act of making a text look as 
though it is centred, when in fact it is not 
optical character reader /,pptik(o)l 
'kaerikto ,rirda/ noun a device that scans 
printed or written characters, recognises 
them and converts them into machine- 


readable codes for processing in a 
computer. Abbr OCR 
optical character recognition 


/ optik(9)l 'kaerikto ,rekognrJ(o)n/ noun 
a technique for machine reading which 
uses special forms of type. Abbr OCR 
optical disk /'pptik(o)] disk/ noun a 
rigid computer storage disk with data 
stored as tiny pits in the plastic coating, 
readable by laser beam 

optical font /'pptrk(o)] font/ noun a 
character design that can be easily read 
using an OCR reader 


optical letter spacing /,vptrk(s)l 
'leto ,speismp noun the method of 
allowing variable spacing between 
different letters, so as to look as if the 
spacing is standard. Also called optical 
spacing 

optically /'optık(ə)li/ adverb using an 
optical device o The text is scanned opti- 
cally. 

optical mark reader /,pptik(2)l ‘mark 
riido/ noun a device that can recognise 
marks or lines on a special form such as an 
order form or a questionnaire, and inputs 
them into a computer. Abbr OMR 

optical mark recognition /,pptrk(o)l 
mark ,rekog'nrJ(o)n/ noun a process that 
allows certain marks or lines on special 
forms to be recognised by an optical mark 
reader, and input into a computer. Abbr 
OMR 

optical scanner /jpptik(o)] 'skzno/ 
noun à piece of equipment that converts an 
image into electrical signals which can be 
stored in and displayed on a computer 
optical spacing /,pptik(o)l 'spersim/ 
noun same as optical letter spacing 
optical storage /,pptik(o)l 'sto:r1d3/ 
noun data storage using visual mediums 
such as microfiche or optical disk 
optical wand /'pptik(o)) wond/ noun 
same as optical bar reader 

option /'ppfon/ noun 1. something that 
can be chosen o to grant someone a six- 
month option on a book to allow some- 
body six months to decide if they want to 
be the agent or if they want to manufacture 
the book in their territory 2. freedom to 
choose something 

option clause /'opfən klo:z/ noun a 
clause in an agreement between a publisher 
and an author which states that the author 
must offer the publisher his or her next 
work for publication 

option to purchase /npfon to 
'p3:t f'15/, option to sell /,opf(e)n to 'sel/ 
noun à choice given to somebody to buy or 
sell something within a period of time 
order /'o:do/ verb 1. to arrange things 
according to a system 2. to ask for some- 
thing to be brought or sent to you which 
you will then pay for m noun n items avail- 
able to order only items which will be 
manufactured only if somebody orders 
them n on order ordered but not delivered 
o This item is out of stock, but is on order. 
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order book /'»:do buk/ noun a record of 
orders 


order fulfilment /'»:do ful,frlmont/ 
noun the supplying of items that have been 
ordered 


order picking /'»:do ,prkin/ noun the 
act of collecting various items in a ware- 
house to make up an order to be sent to a 
customer 

organisation chart /,»:gonar'zerf(o)n 
tfa:t/ noun a diagram showing how a 
company or an office is organised 
orientation /,»:rion'terf(o)n/ noun 1. a 
measurement of the ‘slant’ of a character in 
a typeface, e.g. normal or italic 2. the direc- 
tion of a page, either landscape (long edge 
horizontal) or portrait (long edge vertical) 
3. information or training that is necessary 
in order to understand a new subject, job, 
activity or situation 


oriented polypropylene /,o:rientid 
|ppli'proopoli:n/ noun full form of OPP 
origin /'oridsin/ noun 1. the place or time 
of the beginning of something 2. a country, 
place or social class of a person's parents 
or ancestors 

original /a'r1d3an(a)l/ noun 1. the first 
document from which copies have been 
made 2. a piece of writing or music that is 
genuine and not a copy m adjective relating 
to something that was used or made first o 
They sent a copy of the original invoice. o 
He kept the original receipt for reference. 


original equipment manufacturer 
/oridagon(o)) rkwipmont ,menju 
'fækt foro/ noun a type of company which 
customises computers for a particular 
application. Abbr OEM 


originate /o'ridzineit/ verb to start or 
come from o The book was originated by a 
packager. o The data originated from the 
new computer. 

origination /o,rida1'nerf(o)n/ noun the 
work involved in creating something, e.g. 
preparing a book from a manuscript right 
through to camera-ready copy or film o 
The origination of the artwork will take 
several weeks. 

ornament /'»:nomont/ noun something 
added to make a thing look more attractive 
ornamented typeface /,»:nomentid 
'tarpfers/ noun a typeface where the 
letters have extra decoration 
ornithological atlas 
/,omn1@alnd31k(9)l 'aetlos/ noun an atlas 


showing maps of where particular birds 
breed 

orphan /'»:f(o)n/ noun the first line of a 
paragraph when it is printed by itself at the 
bottom of a column or page (NOTE: Another 
term for this is club line.) 
orthochromatic film 
/,o:00ukraumeetik 'frlm/ noun film which 
is sensitive to colours other than red 
orthography /»:'Opgrofi/ noun correct 
spelling 

OS abbreviation out of stock 

oscillator rollers /‘pstletta ,rouloz/ 
plural noun rollers which control the 
amount of ink being passed onto the 
impression cylinder 

OSI abbreviation Open System Intercon- 
nection 

out /aut/ adverb published o The book 
came out last week. o We can't get the new 
cookery book out in time for Christmas. m 
noun an omission of part of the text when 
composing 

outdent /aut'dent/ verb to move part of 
a line of text into the margin (NOTE: The 
opposite is indent.) 

outer /'aoto/ adjective nearer to the 
outside, as opposed to something inside m 
noun the imposed first and last pages of a 
book 

outer forme /,auto 'fo:m/ noun a forme 
which carries one side of the sheet, 
including the first and last pages 

outer margin /,auto 'ma:dsin/ noun 
the margin on the foredge of a page 
out-house /,aut 'haus/ adjective, adverb 
working outside a company’s buildings o 
the out-house staff o We do all our data 
processing out-house. 

outlet /'aotlot/ noun the market for a 
product, shop or organisation which sells 
commodities 

outline /‘avtlain/ noun 1. the edge round 
an image 2. a rough draft or summary m 
verb to describe the main features of some- 
thing 

outline font /aot(»)lam fpnt/ noun a 
printer or display font stored as a set of 
outlines that mathematically describe the 
shape of each character 

outline halftones /‘avtlam 
sharftounz/ plural noun halftones where 
the background has been removed, leaving 
the foreground as a kind of silhouette 


outline letter 
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outline letter /aotlam leta/ noun a 
letter printed as lines round the edge of the 
letter shape, used for display purposes 
out of alignment /,aut ov o'larnmont/ 
adjective not aligned correctly 

out of date /,aut ov 'dert/ adjective no 
longer in general use or past the date for 
legal use o Their computer system is years 
out of date. o They are still using out-of- 
date equipment. 

out of focus /,aut ov 'fookos/ adjective 
blurred because the camera has not been 
focused correctly 

out of print /,aot ov 'print/ adjective 
relating to a book of which the publisher 
has no copies left and which is not going to 
be reprinted. Abbr OP o the book is out of 
print the book is no longer available from 
the publisher o to put a book out of print 
to decide not to reprint a book 

out of register /,aut ov 'redaisto/ 
adjective with two printing plates incor- 
rectly aligned, so giving a blurred image 
out of square /,aut ov 'skweo/ adjec- 
tive not cut at right angles 

out of stock /,aut ov 'stpk/ adjective 
relating to a publication of which the 
supplier or retailer has no copies at present. 
Abbr OS 

out of work /,aut ov 'wa:k/ adjective 
with no job o The recession has put 
millions out of work. o The company was 
set up by three out-of-work engineers. 
output /'aotpot/ noun the amount that a 
person, organisation or machine produces 
m Verb to print work done on a computer 
output bonus /'autpot ,bounos/ noun 
an extra payment for increased production 
output device /'autpot dr,vars/ noun a 
device such as a monitor or printer, which 
allows information in a computer to be 
displayed to the user Compare input 
device 

output resolution /‘autput 
rezolu:f(o)n/ noun the number of sepa- 
rate image points that a device is physically 
able to write 

outputs /'autputs/ plural noun goods or 
services sold 

output tax /aotpot taeks/ noun VAT 
charged by a company on goods or services 
sold 

outright /,aut'rart/ adverb, adjective 
completely a outright sale of a copyright 
sale of a copyright by an author to a 


publisher for a lump sum, with no royalty 
payable afterwards 

outsert /‘autss:t/ noun 1. a four-page 
section wrapped round a printed signature 
2. a leaflet or other promotional material 
sent outside a magazine which is mailed 
outside /'autsard/ adjective, adverb 1. 
near the edge of a page 2. not in a 
company's office or building 

outside director /,autsaid dar'rekto/ 
noun a director who is not employed by the 
company 

outside front cover /,avtsaid frant 
'kAvo/, outside back cover noun the two 
covers of a magazine 

outside line /,autsard 'larn/ noun a line 
from an internal office telephone system to 
the main telephone exchange 

outside margin /,autsaid 'ma:d3m/ 
noun the margin at the edge of a page, as 
opposed to the gutter 

outside reader /,autsard 'ri:da/ noun a 
reader employed by a publisher on a fee 
basis to read manuscripts and comment on 
them 

outside sorts /'aotsaid so:ts/ plural 
noun characters which are not frequently 
used such as accents, which are kept in the 
outside compartments of a case 

outside worker /aotsaid ,wa3:ko/ 
noun an employee who does not work in a 
company's offices 

outsource /'aotso:s/ verb to send work 
out to be done by freelance workers outside 
the company or organisation 
outstanding /aut'stzendry/ adjective 1. 
excellent 2. still to be done or completed o 
Outstanding invoices must be paid by the 
end of the year. 

outstanding debts /avt,stendiy 
'dets/ plural noun debts which are waiting 
to be paid 

outstanding orders /avt,stendiy 
'ordəz/ plural noun orders received but not 
yet supplied 

out tray /'aot trei/ noun a basket on a 
desk for letters or memos which have been 
dealt with and are ready to be dispatched 
outturn sheets /‘avtts:in fits, 
outturns plural noun 1. sample sheets of 
paper taken from a shipment for approval 
by the purchaser 2. specimen printed 
sheets of a book sent to the publisher for 
confirmation 

outwork /'autwa:k/ noun 1. work that a 
company pays somebody to do at home 2. 
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specialist work which a printer subcon- 
tracts to another company, such as making 
up boxed sets or special typesetting 
outworker /'autw3:ko/ noun a person 
who works at home for a company 

over- /oovo/ prefix more than 
overcapacity /,uvoko'pesiti/ noun 
the unused production capacity of some- 
thing 

overcasting /joovo'ka:strp/ noun a 
method of attaching leaves together to 
form a section which can be bound, used 
especially for the first and last sections. 
Also called oversewing, whipstitching 
overcharge /,oovo'tfa:ds/ verb to ask 
for more money than is reasonable for a 
product or service m noun a charge that is 
higher than it should be o to pay back an 
overcharge 

overdue /,oovo'dju:/ adjective past the 
due date o overdue library books 
overestimate /,oovor'estrmert/ verb to 
think something is larger or better than it 
really is o He overestimated the amount of 
time needed to fit out the factory. o I think 
she is a very overestimated writer. 
overexpose /,auvorik'spouz/ verb to 
expose film for too long a time, so that it is 
too pale 

overexposure /,ouvoriks'poo3o/ noun 
exposure of a film for too long a time, so 
that the image is too pale 

overfold /‘auvafauld/ noun paper which 
sticks out from the rest of the folded sheets, 
because the folding machine is off centre 
(NOTE: The opposite (i.e. the paper which 
does not reach the edge of the other 
leaves) is underfold.) 

overhead budget /,oovohed 'badzit/ 
noun a plan of probable overhead costs 
overheads /‘suvahedz/ plural noun the 
indirect costs of the day-to-day running of 
a business, ie. not money spent of 
producing goods, but money spent on such 
things as renting or maintaining buildings 
and machinery 

overink /,oovor'rpk/ verb to cover in too 
much ink so that the printing image is 
unclear 

overinking /,suva'mkin/ noun using 
too much ink when printing o Overinking 
makes the pages too dark. 

overlap /'oovolap/ verb to stick out 
beyond the edge of the boards, so that it 
can be tucked in and glued 


overlapping cover  /oovoleprg 
'KAvo/ noun a paper cover which is not cut 
flush, but projects beyond the text pages 
overlay noun /'oovolev a transparent 
sheet used with overhead transparencies to 
add information at a specific time and 
place m verb /,auva'le1/ to change the 
height of type and blocks in letterpress 
printing, so as to alter the darkness of the 
printed text 


overlay proof /'oovoler pru:f/ noun a 
proof composed of several transparent 
sheets layered together, each showing one 
colour to be printed 

overleaf /,oovo'lif/ adverb on the next 
page o See the chart overleaf. 


overmanning /,oovo'mznry/ noun the 
state of having more employees than are 
needed to do a company's work o to aim to 
reduce overmanning 


overmatter /'oovomzto/ noun text 
which has been set into galley proofs, and 
which is too long for the space allowed and 
so is discarded, frequently found in news- 
papers and magazine work. Also called 
overset 


overprint /oovo'print/ verb to add 
further text on sheets which have already 
been printed o The catalogue is over- 
printed with the bookseller's address. 


overrun /'oovorAn/ noun 1. an act of 
taking text over to another line because of 
additions 2. an act of remaking a line or 
lines of print, because of deletions or addi- 
tions at proof stage 3. the making of more 
paper than has been ordered (NOTE: The 
opposite is underrun.) 4. the printing of 
more sheets than specified (NOTE: The 
opposite is underrun.) m verb 1. to be 
longer than anticipated o The text has 
overrun by two pages. 2. to print more 
sheets than are required, in case any are 
faulty 

overs /'oovoz/ plural noun extra items 
above the agreed total, or extra sheets or 
bound copies supplied by a printer to allow 
for spoilage o The price includes 10% 
overs to compensate for damage. Compare 
shorts 


overseas /'oovosi:z/ adjective used in 
the UK to describe people from other 
countries o They are not called overseas 
students now but international students. à 
the overseas division a section of a 
company dealing with trade with other 
countries m noun /,duve'si:z/ foreign 


overseas markets 
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countries o The profits from overseas are 
far higher than those of the home division. 
overseas markets / UVASIZ 
'markits/ plural noun markets in foreign 
countries 

overseas trade /,auvasi:z 'treid/ noun 
same as foreign trade 

overset /'oovoset/ noun same as over- 
matter 

oversewing /'ouvosourn/ noun same as 
overcasting 

oversize /,oovo'saiz/ adjective relating 
to books and other printed materials that 
are larger than the standard book sizes and 
are often stored in a special area 
overstock /,oovo'stpk/ verb to keep 
more books, documents or information 
than is necessary for the users being served 
a to be overstocked with certain titles to 
have too many copies of certain books in 
stock 

overstocks /‘suvastpks/ plural noun 
more stock than is needed to supply orders 
o We will have to sell off the overstocks to 
make room in the warehouse. 

overstrike /‘suvastratk/ verb to print on 
top of an existing character to produce a 
new one 

overtime /'əuvətaım/ noun time that 
somebody works in addition to contracted 
hours and for which they are usually paid 
extra 


overwrite /,oovo'rait/ verb to replace an 
electronic file containing data or a 
computer program in memory or on a disk 
with a new file of the same name 


own brand books /,aun brend 'buks/ 
plural noun books specially packaged for a 
store with the store's name on them 


own ends /,aun 'endz/ plural noun 
endpapers which are the blank first and last 
leaves of the text 


Oxford hollow /'oksfad ,hplou/ noun a 
type of hollow back binding, where a paper 
tube is placed between the back and the 
spine of the book block 


oxidation /,pksi'derf(o)n/ noun a defect 
in lithographic printing plates, where the 
metal surface is corroded where it has not 
been correctly protected, and so creates 
little black spots on the printed paper 


ozalid /'pzolid/a trade name for a type of 
proof made from film by contacting it in a 
vacuum frame with special coated paper, 
similar to diazos or dyeline proofs (NOTE: 
The US term is blue or Vandyke) 


ozalid proof /bzolid pru:f/ noun a 
proof made from film, on photographic 
paper 
COMMENT: Ozalid proofs are normally 
made from the final films before plates are 
made, and so need to be checked 
particularly carefully. 


PA abbreviation 1. Publishers Association 
2. personal assistant 

pack /pzk/ noun a packet of information 
containing items such as leaflets or maps 
relevant to a particular topic m verb to put 
things into containers or parcels so that 
they can be sent to another address 
package /'pzkid3/ noun 1. a parcel of 
goods packed and wrapped for sending by 
mail o The Post Office does not accept 
bulky packages. o The goods are to be sent 
in airtight packages. 2. a group of different 
items joined together in one deal 3. a set of 
computer programs designed for a special 
purpose m verb o to package books to 
produce books by commissioning authors, 
designers, typesetting, printing and 
binding, for sale as finished books to a 
publisher 

package deal /,pzkid3 'di:l/ noun an 
agreement covering several different items 
at the same time o They agreed a package 
deal, covering the paperback rights, film 
rights and options on the author’s next ten 
titles. 


package insert /'pekids ,insa:t/ noun 

an insert put into a package, not into a 

single publication 

packager /'pekid30/ noun a company 

that creates a finished book for a publisher 
COMMENT: The packager usually conceives 
the product (that is, has the idea for the 
product), and commissions a sample of text 
from an author, and title page, cover and 
page layout from a designer. This is then 
made into a mock-up, which is presented to 
publishers to ask them to consider. In this 
case, the copyright will remain with the 
packager. Alternatively, a publisher may 
approach a packager with an idea for a 
book, and in this case the copyright may 
remain with the publisher. When a publisher 
decides to take the book, he or she will 
order a certain number of copies from the 
packager, at a certain price. This is a firm 
sale, and the books cannot be returned to 


the packager if the publisher is unable to 
sell them. The packager will usually retain 
rights in the book, either the copyright in the 
text and illustrations, or at least the right to 
sell adapted versions in other markets than 
those agreed with the first publisher. In the 
case of an illustrated book with a possible 
worldwide market, the packager may 
produce books in several languages at the 
same time, selling each one to a different 
publisher in each language market. 
packaging /pakidam/ noun 1. the 
action of putting things into packages 2. 
the production of finished books for a 
publisher 3. material used to protect goods 
which are being packed o airtight pack- 
aging 4. attractive material used to wrap 
goods for display o Lightweight packaging 
material for sending books by airmail. 
packer /'paeko/ noun a person who packs 
goods 


packet switched data service 
/‘pekit switfd 'derto/, packet switched 
network /pakit ,switfid 'netwa3:k/ 
noun a service which transmits data in 
packets of set length. Abbr PSN 

packet switching /‘pekit ,swit f1/ 
noun a method of dividing data into small 
packets for transmission between termi- 
nals and networks 


packing /'paekip/ noun 1. the act of 
putting goods into boxes and wrapping 
them for shipping o What is the cost of the 
packing? o Packing is included in the 
price. 2. material used to protect goods o 
packed in airtight packing 3. an overlap on 
a cylinder to correct the pressure on the 
printing surface 

packing case /'pzkin kers/ noun a 
large wooden box for carrying items that 
can be easily broken 

packing charges /'‘pekin ,tfa:d31z/ 
plural noun money charged for putting 
goods into boxes 


packing list 
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packing list /'pzekry Irst/, packing slip 
l'paekig slip/ noun a note sent with goods 
to say that the goods have been checked 
against the order 

packing paper /pakir ,perpo/ noun 
strong paper used for packing books 
padded covers /'pedid ,kavoz/, 
padded sides plural noun the covers of a 
de luxe book, where soft material is 
inserted between the cover and the boards 
of the binding case 

padding /pzdi/ noun unnecessary 
information put into a speech or written 
document to increase the length 

pad out /,pzed 'aot/ verb to add pages to 
make a book thicker, or to add text to make 
an article or book longer 

page /peid3/ noun 1. one side of a sheet 
of paper in a book, newspaper or magazine 
2. a computer text which will fill one sheet 
of paper when printed out 3. a document or 
item of information on the Internet avail- 
able through the World Wide Web m verb to 
call for somebody over the public address 
system in a large building such as a hotel or 
airport 

page cord /'perd3 ko:d/ noun strong 
string used to tie type made up into page, 
before placing it in a chase 

page cutoff /peids ,katof/ noun a 
device which cuts off the ink from one 
page during printing 

page depth /'perd3 dep0/ noun the 
length of a page, measured from the head- 
line down to the folio at the foot of the page 
page description language /,perd3 
dr'skripfon ,langwid3/ noun software 
that controls a printer, and which makes the 
printer print out pages according to the 
user's instructions. Abbr PDL 

page display /'perds di,spler/ noun the 
showing of a page of text on the screen as 
it will appear when printed out 

page gauge /'peid3 ge1d3/ noun a piece 
of metal with which the compositor can 
measure the depth of the page when 
making up type 

page layout /'peids ,leraut/ noun a 
word-processing facility which allows the 
text to be formatted in different ways 
page length /peid5 'leg0/ noun the 
length of a page, either in printing or in 
word processing 

page make-up /'peid3 ,merk Ap/ noun 
the process of making printed text into the 
correct lengths for pages, fitting in illustra- 


tions and adding the headlines, page 
numbers, etc. o Corrections made after 
page make-up are very expensive. o We do 
our page make-ups directly on screen. o 
Computerised page make-up systems are 
available with any desktop publishing 
package. 

page number /'perd3 ,nambo/ noun 
the number shown on a page of a book or 
magazine 

page numbering /'peid3 ,namborry/ 
noun the way in which pages in a book are 
numbered 

page on galley /,peids pn 'gzli/ noun 
a long proof where the text is cut into page 
length pieces, but without headings and 
folios 

page preview /'perd3 ,pri:vju:/ noun a 
word-processing facility which allows the 
shape of the text to be seen before printing 
page printer /'perds ,printo/ noun a 
printer which composes one page of text 
within memory and then prints it in one 
pass 

page proofs /'peids pru:fs/ plural noun 
proofs of a book which have been made up 
into pages, sometimes with headlines and 
folios 


page pull test /'peids pul ,test/ noun a 
test for the strength of the adhesive in 
perfect binding, where the book is lifted up 
by a single leaf to see if the glue will hold 
page reference /peids ,ref(o)rons/ 
noun a cross-reference to text on a partic- 
ular page 

page setup /'peid3 ,setap/ noun 
options within software that allow a user to 
set up how the page will look when printed 
— normally setting the margins, size of 
paper, and scaling of a page 

page size /'perds saiz/ noun the phys- 
ical dimensions of a printed page o Our 
page sizes vary from 220 x 110 to 360 x 
220. 

pages per minute /,perd3ziz pa: 
'mrnot/ plural noun a measurement of the 
speed of a printer as the number of pages of 
text printed every minute. Abbr ppm 
pages-to-view /,perd31z to 'vju:/ noun 
a large sheet printed with imposed pages 
page width /,perd3 ', wid0/ noun the 
number of characters across the type area 
of a page 

paginal /'pzed31n(a)l/ adjective exactly 
duplicating a previous edition or version, 
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so that the same text appears on the same 
page in both 

paginate /padszineit/ verb to number 
the pages of a book or document 
pagination /p:zdszr'nerf(o)n/ noun a 
system of numbering the pages in a docu- 
ment 


COMMENT: Page numbers usually start with 
a series of Roman numerals (i, ii, iii, etc.) for 
the prelims, and then change to Arabic 
numerals for the main text pages. The main 
text is paginated from page 1 again, with 
the result that the last folio in a book is 
rarely the same number as the actual 
extent. 
paging /'perd31n/ noun 1. the process of 
making up text into pages 2. the process of 
putting the numbers on pages of a ledger, 
using a manual numbering machine 


paint /peint/ verb to fill an enclosed 
graphics shape with a colour 
paint program /perint ,prougram/ 
noun software that allows a user to draw 
pictures on screen in different colours, 
with different styles of brush and special 
effects. » drawing program 
COMMENT: Paint programs normally 
operate on bitmap images; drafting or 
design software normally works with vector- 
based images. 
palette /palot/ noun the range of 
colours which can be used on a printer or 
computer display 


pallet /'pælət/ noun 1. a flat wooden base 
on which goods can be stacked for easy 
handling by a fork-lift truck. » Europallet, 
skid, stillage 2. a tool used for blind 
tooling on rounded leather backs 


palletise /palotarz/, palletize verb to 
put goods on pallets o palletised cartons 


pamphlet /'pzmflot/ noun a small thin 
book, with at least six but not more than 48 
pages and a paper cover, used to convey 
information 


panchromatic film /,penkrometrik 
'fılm/ noun film which is sensitive to all 
colours 


panel /'pæn(ə)l/ noun 1. a flat surface 
standing upright 2. a rectangular piece of 
paper on the spine of a book, giving the 
title and author 3. a list of works by the 
same author printed on the page facing the 
title page 4. a group of people o We have a 
panel of freelance editors whom we use 
from time to time. 

panel back /'pen(o)) bek/ adjective 
relating to a leather binding style, where 


decorated leather panels are put between 
the ribs on the spine 
pantograph /pzantougra:f/ noun a 
device for copying or reducing or 
enlarging line work, in which a series of 
arms on pivots move a pen as the operator 
traces the lines on the original 
Pantone /'pzntoun/ a trade name for a 
system of colours, of which different 
shades are identified by numbers according 
to the Pantone Matching System 
COMMENT: Pantone colours are identified 
by the letters PMS and a number. The 
colours can be made up according to the 
proportions of different inks shown. A 
typical instruction might be: 'blue is PMS 
282 and red is Pantone warm red'. 
paper /'perpo/ noun 1. a material made of 
cellulose fibres derived mainly from wood- 
pulp, which is processed into thin sheets 
and used for writing, printing and drawing 
2. same as newspaper 3. part of a written 
examination 4. a long essay on an 
academic subject 
COMMENT: The first paper was made from 
old cloth, torn up, and mixed with water. 
Good quality paper is still made in this way, 
though most papers are now made from 
wood. The base material is wood which has 
been debarked, then shredded. If it is 
ground fine to make pulp it is called 
mechanical pulp; if it is mixed with various 
chemical substances to remove impurities 
and soften the tissues to form pulp, it is 
called chemical pulp. The pulp is laid on a 
wire mesh which retains the solid fibres and 
lets the water drain away. After most of the 
water has been removed, the paper is put 
through rollers which dry and calender it. 
Paper is made in many different qualities, 
each of which is suitable for a certain 
printing process, or for writing and drawing. 
Note that the paper usually constitutes the 
highest cost in book manufacture, 
especially where long print runs are 
concerned. 
paper agent /'perpo ,erdzant/ noun a 
person who represents paper suppliers and 
receives a percentage of any sale 
paperback /perpobak/ noun a book 
with a paper or light card cover m adjective 
with a thin flexible cover, instead of a hard 
cover m verb to publish a book in a paper- 
back edition o The hardback is selling well, 
and the book will be paperbacked next 
spring. 
paperback auction /'perpobek 
yorkf(a)n/ noun an auction where the 
paperback rights in a book are for sale to 
the highest bidder 
paperback house /'perpəbæk haus/ 
noun a publisher of paperbacks 


paperback original 
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paperback original /,perpobzek ə 
'ridain(o)/ noun a book which is 
published first as a paperback and which 
later may be issued in a hardcover edition 
paperback rights /peipobak raits/ 
plural noun the right to publish a book in a 
paperback edition after it has been 
published in a cased edition 
paper-bound /'perpo baund/, paper- 
covered /peipo „kavəd/ adjective 
denoting a book bound with a paper cover 
paper cover /peipo 'kavo/ noun a 
wrapper for a book which does not have a 
binding case 
paper cutter /peipo 'k^to/ noun a 
machine for cutting paper 
paper-fed /peipo fed/ adjective acti- 
vated when paper is introduced into it 
paper feed /'peipo fi:d/ noun a device 
which puts paper into a printer or photo- 
copier 
paper foils /perpo forlz/ plural noun 
foils for blocking covers, with a paper 
backing 
paper gauge /'peipo geid3/ noun a 
device for measuring the thickness of 
paper 
paperless office /peipolos 'pfrs/ 
noun an office that uses only electronic 
means of working, without any hard copy 
of materials 
‘The number of digital documents 
printed is increasing despite predictions 
of the paperless office, according to a 
new survey. Research firm Ovum 
revealed that 74% of firms said they were 
required to keep documents in hard copy 
format.’ [Printing World] 


paper merchant /peipo 'ma:tfont/ 
noun à company which buys paper whole- 
sale from manufacturers and sells it retail 
to publishers and printers 

paper mill /perpo mil/ noun a factory 
where paper is made 

paper sizes /'perpo ,saiziz/ plural noun 
various standard sizes of paper 

paper stocks /'perpo stpks/ plural 
noun quantities of paper kept in stock 
either by a publisher or by a printer, for use 
at some later date 

paper store /'peipo sto:/ noun a storage 
area where stocks of paper are kept until 
needed 

paper surface efficiency /peipo 
,S31f1s r,frf(o)nsi/ noun a measurement of 


the suitability of the surface of paper for 
printing. Abbr PSE 
paper tape /'peirpo terp/ noun a strip of 
paper into which holes are punched to 
record data, and which when fed into a 
computer can drive a typesetting machine, 
or can be used to drive a Monotype casting 
machine 
paper tape reader /,perpo 'terp ,ri:do/ 
noun a machine which reads perforated 
paper tape. Abbr PTR 
paper throw /'perpo Orou/ noun a rapid 
vertical movement of paper in a printer 
paper trail /'perpo trerl/ noun a 
sequence of documents that can be used by 
an investigator as a record of somebody's 
actions or decisions 
paper tray /'peipo tre1/ noun a container 
used to hold paper to be fed into a printer 
paperweight /'perpoweit/ noun 1. a 
small heavy object, often decoratively 
designed, which can be placed on piles of 
paper to stop them blowing away 2. the 
weight of a quantity of paper, used to 
describe its quality. » basis weight 
COMMENT: In Britain, the weight of paper is 
calculated in grams per square metre 
(gsm). In the USA, it is expressed as the 
weight of 500 sheets of paper (i.e. a ream) 
of a standard 25 x 38 inch size, measured 
in pounds. 
paperwork /'petpows:k/ noun the 
routine part of a job which involves tasks 
such as dealing with letters and writing 
reports 
papeterie /,pzpeta'ri:/ noun stiff paper 
used for cards 
papier mâché /,pzprer 'mz fer/ nouna 
mixture of paper pulp and water, used to 
make moulds 
papyrus /po'pairoes/ noun a kind of reed 
growing in the Middle East, especially in 
Egypt, used from very early times to make 
a type of paper 
paragraph /'parogra:f/ noun a section 
of writing which contains one main idea, 
always starts on a new line and is often 
indented 
paragraph indentation /'parogra:f 
Indente1f(a)n/ noun an act of moving the 
text in from the margin to indicate the 
beginning of a paragraph 
paragraph mark /'peragra:f ma:k/, 
paragraph opener noun a printed sign 
used to show the beginning of a paragraph 
parallel /‘pzrolel/ nouna sign (Il) used as 
a reference mark for footnotes 
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parallel folding /,pzralel 'fəuldıy/ 
noun a method of folding paper, as in 
continuous stationery, where each fold is 
parallel to the next 
parchment /'pa:tfmont/ noun writing 
material made from the thinly stretched 
skin of sheep or goats 
parchmentise /'pa:t f[montar1z/, parch- 
mentize verb to treat paper so that it 
becomes translucent and waterproof, like 
parchment 
COMMENT: Before the invention of paper, 
parchment was the commonest writing 
material in the Western world. Skins of 
sheep were common in England; vellum is 
parchment made from skins of calves. 
parentheses /po'ren0osi:z/ plural noun 
punctuation signs ( ) used to show that part 
of the text is an incidental comment or 
providing an explanation (often incorrectly 
called ‘brackets’) 
Parker board /'pa:ko bo:d/ noun good- 
quality wooden board for mounting metal 
plates 
part-chemical paper /,pa:t 
'kemik(9)l ,perpo/ noun paper that uses a 
proportion of chemical pulp and a propor- 
tion of mechanical pulp 
part delivery /pa:t di'lrv(o)ri/ noun a 
delivery or shipment of only some of the 
items in an order. Also called part order, 
part shipment 
partial remaindering /pa:f(o) ri 
‘meindorin/ noun remaindering of part of 
the excess stock of a book, while keeping 
some of the stock for sale at the original 
price 
part-mechanical paper /pa:t m: 
'kaenik(9)l ,perpo/ noun paper which is 
made from a mixture of half mechanical 
pulp and half chemical pulp 
part order /,pa:t 'o:do/ noun same as 
part delivery 
part payment /,pa:t 'permont/ noun 
the paying of part of a whole payment 
part shipment /,pa:t 'frpmont/ noun 
same as part delivery 
part-time — /pa:t  'tarm/ adjective 
working for only a part of full working 
hours 
part-timer /,pa:t 'tarmo/ noun a person 
who works part-time 
part-time work /,pa:t tamm 'wa:k/, 
part-time employment /,pa:t taim Im 
'plormont/ noun work for part of a 
working week 


part title /'pa:t ,tart(o)l/ noun a right- 
hand page with the title of a section of a 
book, similar to a half title 

partwork /'pa:twa:k/ noun a long work 
published in smaller parts at regular inter- 
vals 

pass /pa:s/ noun 1. a permit to allow 
somebody to go into a building o You need 
a pass to enter the ministry offices. o All 
members of staff must show a pass. 2. a 
complete run of a computer, printing 
machine or typesetting machine o The first 
pass from the computer will not include the 
typesetting codes. m verb 1. to approve 
something o The art director has to pass 
the covers before they are sent for proofing. 
o The MS has been passed by our libel 
lawyer. a to pass for press to tell the 
printer that the proofs have been corrected 
and therefore that the book can be printed 
2. to be successful o He passed his typing 
test. o She has passed all her exams and 
now has a diploma in printing. 

passage /'pasids/ noun a section of a 
text which is quoted 

pass date /'pa:s deit/ noun the date on 
which proofs have to be passed for press 
pass sheet /'pa:s fi:t/ noun a specimen 
pull of a printed sheet at the beginning of 
the print run, which is approved by the 
printer and which the publisher is required 
to accept 

paste /peist/ noun light glue, used for 
sticking paper m verb to place text, data or 
an image into a document electronically 
pasteboard /'perstbo:d/ noun a thin 
board, made of several sheets of paper 
pasted together, used for mounting 
pictures, etc., but not for binding 

paster tab /peisto tæb/ noun a 
gummed strip which attaches the end of 
one reel to the next when changing reels 
paste up /peist 'Ap/ verb to stick 
together the various parts of a text and 
illustrations, to make finished camera- 
ready copy 

paste-up /'perst ap/ noun 1. a rough 
layout, made of galley proofs pasted down 
with rough illustrations and headings 
inserted 2. camera-ready copy made by 
pasting the various sections of finished text 
and illustrations on a piece of board ready 
to be photographed 

patch /pat f/ noun 1. a correction which 
is inserted into a bromide or film by strip- 
ping in 2. the process of making small 
additions to a PostScript file without 


patch up 
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altering the original code underneath 3. 
one of a series of test colour prints in a 
control strip on a colour proof 

patch up /patf 'Ap/ verb 1. to add 
pieces of packing paper to raise the type if 
it is too low 2. to paste positives in the 
correct places, ready for filming 3. to make 
temporary repairs to a machine 

pattern /'pat(o)n/ noun a particular way 
something is done or organised o The work 
patterns need to be changed. 

pattern book /'pet(o)n buk/ noun a 
book showing examples of design 
patterned /'pet(o)nd/ adjective deco- 
rated with a pattern 

pattern of trade /,pat(o)n ov 'trerd/, 
trading pattern /,trerdi 'paet(o)n/ noun 
same as trading pattern 

payable on demand /;perob(o)l pn di 
'ma:nd/ adjective payable when payment 
is asked for 

payment gateway /‘permont 
,geitwel/ noun software that processes 
online credit-card payments. It gets author- 
isation for the payment from the credit- 
card company and transfers money into the 
retailer's bank account. 

payment terms /'peimmont t3:mz/ 
plural noun the conditions for paying 
something. Also called terms of payment 
PC abbreviation 1. personal computer 2. 
politically correct 
PDA abbreviation 
assistant 

PDF / pi: di: 'ef/ noun a data file gener- 
ated from PostScript that is platform-inde- 
pendent,  application-independent and 
font-independent o Acrobat is Adobe's 
suite of software used to generate, edit and 
view PDF files. Full form Portable Docu- 
ment Format 

PDL abbreviation 
language 

PE abbreviation printer's error 

peaking /'pi:k1n/ noun same as unsharp 
masking 

pearl /ps:l/ noun an old type size, similar 
to 5 point 

peculiar /pr'kju:lio/ noun an unusual 
character such as an accent or phonetic 
character 

peerage /'piorid3/ noun a book listing 
the members of the nobility and giving 
information about their families 

peer review /'pro ri,vju:/ noun the 
review of an academic document or piece 


personal digital 


page description 


of software by other experts in the same 
field before publication 
pel /pel/ abbreviation picture element 
(NOTE: This is not necessarily the same as 
a pixel, since a pel could be made up of 
several pixels.) 
penalise /'pi:nolarz/, penalize verb to 
punish or fine somebody o to penalise a 
supplier for late deliveries o They were 
penalised for bad service. 
penalty /pen(o)lti/ noun a punishment 
such as a fine, which is imposed if some- 
thing is not done 
penalty clause /'pen(o)lti klo:z/ noun 
a clause which lists the penalties which 
will be incurred if the contract is not 
fulfilled 
penalty copy /'pen(o)lti ,knpi/ noun 
US a manuscript which is difficult to set, 
and for which typesetting is charged at a 
higher rate than usual 
pencil /'pensol/ noun a writing instru- 
ment consisting of a central core of 
graphite or coloured material in a thin 
cylinder of wood 
COMMENT: Pencils are classified according 
to the hardness of the lead; 4B is very soft 
and 4H is very hard; HB is medium. 
pencil case /'pens(o)] kets/ noun a 
binding imperfection, where an endpaper 
is not stuck correctly at the fold, making a 
small tube of paper 
pencil drawing /pens(o)) ,dro:m/ 
noun a drawing done with a pencil, as 
opposed to pen and ink, etc. 
pen name /'pen neim/ noun a name 
taken by an author which is not his or her 
real name 
pen ruling /'pen ,ru:lm/ noun printing 
rules on paper using grooved pens on a 
flatbed letterpress machine 
perfect /po'fekt/ verb to improve some- 
thing until it is completely correct m adjec- 
live without any mistakes 
perfect binding /pa:fikt 'barndıy/ 
noun same as adhesive binding 


perfect bound /ps:fekt 'baund/ 
adjective relating to a book that has a 
perfect binding 


COMMENT: Perfect binding requires glue 
which does not dry out completely. The first 
perfect bound books tended to crack when 
opened, because the glue was too dry. 
Modern perfect binding allows even very 
large books to be bound in paper bindings; 
even some dictionaries are now perfect 
bound. A stronger form of perfect binding is 
notched binding, where notches are cut into 
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the back of the folded sections instead of 
trimming off, so allowing the glue to 
penetrate the folds. 
perfector /po'fekto/, perfecting press 
noun a printing machine which prints on 
both sides of a sheet of paper 


perforate /'p3:forert/ verb to make holes 
in something so that it can be torn easily o 
Sheets of stamps are perforated. 
perforating machine /'ps:forertin 
mo, fizn/ noun a machine that makes perfo- 
rations in paper 

perforations /,ps:fo'rerf(a)nz/ plural 
noun 1. a row of tiny holes in a sheet of 
paper, allowing it to be torn easily 2. tiny 
holes made on a press or on a folding 
machine to help with the folding of thick 
pages. A letterpress printing press can be 
adapted to make perforations in sheets of 
paper. 

perforator /'p3:forerto/ noun a machine 
that punches holes 

performance fees /po'fo:mons fi:z/ 
plural noun fees paid for the right to read 
poetry or prose or to put on a production of 
a play, etc., to a paying audience 
performing rights /po'fo:mry raits/ 
plural noun the right to perform a copyright 
work 

period /proriod/ noun 1. a particular 
length of time 2. US a full stop m interjec- 
tion used to emphasise that there is no more 
to be said about a subject 

periodic /,prori'odrk/ adjective 
happening occasionally but fairly regu- 
larly. Also called periodical 

periodical /prori'pdik(9) noun a 
magazine or journal, especially a serious 
academic one m adjective same as periodic 
peripherals /po'rif(o)rolz/ plural noun 
items of hardware such as terminals, 
printers or monitors, which are attached to 
a main computer system 

permanence /'ps3:monons/ noun the 
ability of paper not to yellow or become 
brittle with age 

permanent  /ps:monont/ adjective 
expected to last for ever or for a very long 
time 

permanent ink /,ps:monont 'rpk/ noun 
ink that will not fade 
permanent paper 
'perpo/ noun acid-free paper 
permission /po'mrf(o)n/ noun the fact 
of being allowed to do something 


/,psimonont 


permit noun /'p3:mit/ an official docu- 
ment allowing somebody to do a particular 
thing o You have to have a permit to study 
in this library. = verb /po'mit/ to allow 
something to be done 

per pro /ps: 'prou/ phrase with the 
authority of o The assistant signed per pro 
the manager. Full form per procura- 
tionem 

personal assistant /ps:s(o)n(9)] o 
'sistont/ noun an assistant who also helps 
a manager with administrative tasks, e.g. 
booking travel tickets. Abbr PA 
personal digital assistant 
/,p3is(a)n(a)l ,didzit(o)l o'srstont/ noun 
a small hand-held computer with facilities 
for taking notes, storing information such 
as addresses, and keeping a diary, usually 
operated using a stylus rather than a 
keyboard. Abbr PDA 

personal imprint — /ps:s(o)n(o)l 
'imprint/ noun a list of books published 
under a particular brand name by a larger 
publishing company, which is handled by a 
single editor and reflects their taste or area 
of expertise 

personnel department /,p3:so'nel di 
,pa:tmont/ noun the section of a company 
dealing with staff and recruitment issues 
pH /pi: 'eitf/ noun a measure of the 
concentration of hydrogen ions in a solu- 
tion, which shows how acid or alkaline it is 


COMMENT: The pH value is shown as a 
number. A value of 7 is neutral; lower 
values indicate increasing acidity and 
higher values increasing alkalinity. The 
maximum reading is pH10, which is 
completely alkaline. Paper should be less 
acid (i.e. should have a pH value of 7 or 
more) if it is to be used for books which are 
likely to have a long life. Acid-free paper 
(with a very high pH value) is used in 
libraries to wrap and protect valuable books 
and manuscripts. Newsprint has a low pH 
value (5 or less) and so ages rapidly. The 
glues used in binding should also be 
alkaline, with a pH value of 6 or more. 


pH meter / pi: 'eit f, mi:to/ noun a meter 
which measures the pH value of a solution 
phone book /'foun buk/ noun a book 
that lists names of people or companies 
with their addresses and telephone 
numbers 

phonetic /fa'net1k/ adjective relating to 
phonetics o The pronunciation is indicated 
in phonetic script. 

phonetics /fo'netiks/ noun the study of 
speech sounds 

photo- /footou/ prefix referring to light 
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photocompose /'foutoukompouz/ 
verb to set text using a phototypesetting 
machine 


photocomposer /'foutoukom,pouzo/ 
noun a machine that carries out photocom- 
position 

photocomposing machine 
lfoutoukom,pouzi] mo,fi:in| noun a 
machine that carries out photocomposition 


photocomposition  /foutookompo 
'Zz1f(o)n/ noun a method of typesetting on 
film or paper from film matrices or a 
digital font, as opposed to hot metal or 
strike-on methods 


photocopier /'footookppio/ noun a 
machine that copies documents by photo- 
graphing them very quickly 

photocopy /'foutoukppi/ noun an exact 
copy of a document produced by a photo- 
copier, in black and white or colour m verb 
to make a copy of a document by using a 
photocopier 


photocopying /‘fautsukvpim/ noun 
the act of making photocopies o Photocop- 
ying costs are rising each year. 
photoengrave /'foutoum,greiv/ verb 
to make a photoengraving 


photoengraver /footouin,grervo/ 
nouna person who makes photoengravings 


photoengraving /,fautoum'grervin/ 

noun 1. the process of preparing letterpress 

plates from illustrations 2. a halftone 

produced by photoengraving o The book is 

illustrated with ten photoengravings. 
COMMENT: The term 'engraving' does not 
mean the same in printing as it does in fine 
art. In printing, photoengraving etches (with 
an acid) the non-printing surfaces, leaving 
the top surface to carry the ink. 
Photoengraving can be used either for 
reproducing line drawings (where tones are 
represented by lines of ink) or halftones 
(where the tones are conveyed by many 
little dots of different sizes). On the other 
hand, an artist engraves a plate by cutting 
fine lines on it with a burin (a type of sharp 
needle); the image is formed by putting ink 
into the cut lines, wiping excess ink off the 
top surface. 


photograph  /footogra:f/ noun a 
picture formed by exposing light-sensitive 
paper to light using a camera m verb to take 
pictures on sensitive film, using a camera 
photographer /fo'togrofo/ noun a 
person who takes photographs 
photographer's studio /fa'togrofoz 
,stju:diou/ noun same as film studio 


photographic /footo'grefrk/ adjec- 
tive used to describe anything to do with 
photography or photographs 
photographically — /footo'grafikli/ 
adverb using photography o The text film 
can be reproduced photographically. 
photographic paper /,fovto'grefik 
,perpo/ noun paper used to print photo- 
graphs 

photographic print /footo'grzfrk 
print/ noun a photograph printed onto 
paper 

photographic studio /,fovto'grefik 
,Stju:diou/ noun a place where photo- 
graphs are made or where films are devel- 
oped and printed 

photograph library  /'footogra:f 
Jaibroeri/ noun a library of photographs 
which can be borrowed and reproduced for 
a fee 

photography /fo'togrofi/ noun the art 
or skill of producing photographs 
including use of a camera and the 
processing of the films 

photogravure /,foutougro'vjuo/ noun 
a printing method in which the paper is 
pressed directly onto the printing plate 
photolithography / foutou,li 
'Opgrofi/, photolitho noun printing using 
a lithographic printing plate prepared by 
photographic methods and not by hand 
photomechanical transfer /,foutou 
mikanik(9)] 'trænsf3:/ noun 1. a print 
made using photosensitive paper which 
transfers an image to another piece of 
paper, not using a negative. Abbr PMT 
(NOTE: US English is velox.) 2. a photo- 
graphic print made by this process (NOTE: 
The US term is velox) 

photomontage /footou,mpnta:5/ 
noun a montage made of several photo- 
graphs 

photopolymer plate /'footoupplimmo 
pleit/ noun a printing plate which has a 
layer of photosensitive plastic bonded to a 
flexible metal plate 

photopolymer resin /'footoupplimmo 
rezin/ noun photosensitive plastic mate- 
rial which coats a plate 

photoprint /'footouprint/ nounthe final 
proof of a typeset copy 

photosensitive / foutou'sensit1v/ 
adjective sensitive to light 

phototext /'footootekst/ noun charac- 
ters and text produced by a phototypesetter 
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phototypesetter — /fouotou'tarpseto/ 
noun a person who works with a computer 
and light-sensitive film to produce text 
ready for printing 
COMMENT: The phototypesetter, rather like 
a large laser printer, normally uses the 
PostScript page description language and 
can generate type at 2,540 dpi; if the device 
is capable of outputting text and half-tone 
images, it is normally called an image 
setter. 
phototypesetting /,foutsu'tarpsetin/ 
noun a method of typesetting that creates 
characters using a computer and exposing 
a sensitive film in front of a mask 
containing the required character shape 
COMMENT: This is the method by which 
most new publications are typeset, 
superseding metal type, since it produces a 
good quality result in a shorter time. 
photounit /'fout:oju:nit/ noun the part 
of a phototypesetting machine in which the 
image of the character is created 
physical map /'fizik(o)) mæp/ noun a 
map that shows the physical features of an 
area such as mountains and rivers 
pi /pat/ verb US same as pie 
pica /'parko/ noun a measurement of 
typeface equal to 12 point 
pica em /'parko em/ noun a measure of 
width of type equivalent to 12 point or pica 
pi characters /'par ,karrktoz/ plural 
noun extra items not carried in the normal 
type font, such as odd fractions or accents. 
Also called special sorts 
pick /pik/ noun fibres pulled from the 
surface of paper by tacky ink on the 
printing plate 
picking /prkip/ noun the pulling of 
fibres from the surface of paper as it is 
being printed, caused by poor paper 
surface or tacky ink on the plates. Also 
called plucking 
picking list /‘prkiy lıst/ noun a list of 
items in an order, but listed according to 
where they can be found in the warehouse 
picking resistance /'pıkıņ ri,zistons/ 
noun the ability of paper to withstand 
picking 
pick up /,prk 'Ap/ verb 1. to learn a skill 
or an idea easily 2. to improve o The 
working conditions for the library staff 
picked up last month. 
PICS /piks/ noun a file format used to 
import a sequence of PICT files on an 
Apple Macintosh 
PICT /prkt/ noun on an Apple Macintosh, 
a graphics file format that stores images in 


the QuickDraw vector format. Full form 
picture 
pictogram, pictograph noun a little 
picture used to represent something 
COMMENT: Pictograms are often used in 
guide books. A bath shows if the hotel 
bedrooms have baths; a knife and fork 
shows that there is a restaurant; a fish 
shows that fishing is allowed, etc. 
pictorial /pik'to:riol/ adjective 
expressed in pictures o a pictorial record 
of the Queen's visit to Canada 
picture /prktfo/ noun a drawing, 
painting or photograph m verb to visualise 
an object or scene o Try to picture the 
layout before starting to draw it in. 
picture agency /piktfo ,erdsonsi/ 
noun a company or ogranisation which has 
a picture library and lends illustrations to 
publishers for a fee 
picture book /'pikt fa buk/ noun a book 
with a large number of illustrations 
picture department /priktfo dı 
pa:tmont/ noun a department in a 
publisher's office which looks for pictures 
to be used in books 


picture element /priktfo ,elimmont/ 
noun full form of pixel 

picture library /'prkt fo ,larbrori/ noun 
a storage system for pictures, which can be 
borrowed 


"The Google deal allows customers to 
buy and rent selected video clips from 
ITN Archive, which contains 680,000 
hours of news footage. ITN wants to 
develop its archive business. The model 
would be picture libraries such as US 
group Getty Images, whose annual 
turnover is £415 million.' [The Mail on 
Sunday] 
picture pages /'prkt fo ,perd31z/ plural 
noun pages of a book or magazine which 
have illustrations 
picture processing l'pikt fo 
,prausesin/ noun analysis of the informa- 
tion contained in an image, usually by 
computer, providing recognition of objects 
in the image 
picture research /piktfo r1i,sa:t f/ 
noun the job of looking for pictures which 
can be used in something such as a book, 
magazine or TV documentary 
picture researcher /'pikt fo r1,53:t fo/ 
noun somebody who looks for pictures 
relevant to a particular topic, so that they 
can be used as illustrations in something 


picture transmission 
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such as a book, 
programme 
picture transmission /'pikt fo trzenz 
,mrf(9)n/ noun the transmission of images 
over a telephone line 

picturisation book rights 
/piktforaizerf(o)n 'bok ,rarts/ plural 
noun the right to publish a book containing 
pictures or cartoons which have been 
published separately in newspapers 

pie /pat/ verbto mix up loose type by acci- 
dent o The line was dropped and pied, so 
had to be reset. (NOTE: The US term is pi.) 
piece /pi:s/ noun a small part of some- 
thing o to sell something by the piece o The 
price is 25p the piece. 

piece accent /pi:s 'eksont/ noun a 
floating accent 

piece fraction /,pi:s 'frækfən/ noun a 
fraction made up of two small figures sepa- 
rated by a hyphen 

piece fractions /pi:s frekJ(a)nz/ 
plural noun commonly used fractions such 
as 4, 15, etc. which are available as a single 
piece of type 

piece rate /'pi:s reit/ noun a rate of pay 
calculated per unit produced or for a piece 
of work done and not paid for at an hourly 
rate 

piecework /'pi:sw3:k/ noun work that is 
paid for at a set rate per unit produced and 
not at an hourly rate 

pie chart /'par tfa:t/ noun a statistical 
diagram where the ratios are shown as 
sections of a circle 

pierced block /,prast 'blpk/ noun a 
letterpress block with a hole cut through it, 
leaving a large area of white 

pi font /‘pai font/ noun a font of pi char- 
acters 

pigment /'prgmont/ noun the colouring 
substance in ink 

pigment foils /‘prgmont foilz/ plural 
noun foils for blocking covers, which give 
a colour to the letters or design 

pin /pın/ noun a sharp piece of metal used 
for holding material or paper together m 
verb to attach with a pin o She pinned the 
papers together. o Pin your cheque to the 
application form. 

ping /pip/ noun the length of time, in 
milliseconds, that it takes to send a 
message to an intranet, Internet or web 
address and receive a reply m verb to send 
a packet of data to an intranet, Internet or 


newspaper or TV 


web address to check whether it is acces- 
sible or is responding 


pin hole /'pm houl/ noun a defect in 
paper in the form of a tiny hole 


pin mark /'pin ma:k/ noun a small 
depression on a piece of type, made by the 
pin which pushes the type out of the mould 


pin register /‘pm ,red3ista/ noun a 
method of aligning film, by using pins set 
in holes in the corners of each piece of film 


pipe roller /parp ,roulo/ noun a roller 
on a web press which turns freely 

piping /'parpıņ/ noun small ridges which 
occur in paper 

PIRA /'patra/ noun a British organisation 
which does research into printing tech- 
niques and offers advice to member 
companies and training to their staff. Full 
form Printing Industries Research 
Association 


piracy /'pairosi/ noun the act of illegally 
copying a piece of work under copyright 


PIRA SOAT noun a test for the absorb- 
ency of paper, where a brass roll carrying a 
drop of liquid paraffin transfers some of 
the liquid to the paper 
COMMENT: The PIRA SOAT method for 
measuring surface oil absorption time 
requires a brass roll carrying a drop of liquid 
paraffin to roll across the paper, transferring 
some of the liquid to it. The time taken for 
the paper to absorb 75% of the liquid is the 
surface oil absorption time. 
pirate /'parrot/ verb to copy a patented or 
copyright work and sell it without permis- 
sion m noun person who copies a patented 
invention or a copyright work and sells it 
without permission o a pirate copy of a 
book 
COMMENT: The items most frequently 
pirated are books which can easily be 
printed from photocopied originals, music 
from CDs, or computer programs which are 
relatively simple to copy. 
pitch /pitJ/ noun 1. the number of charac- 
ters that will fit into one inch of line, when 
the characters are typed in monospacing 2. 
a sticky substance in softwood, which is 
present in mechanical pulp and can 
damage the papermaking machinery 
pitch edge /'pitf ed3/ noun the edge of 
the paper as it is fed into a printing 
machine 
pitch marks /'prtf ma:ks/ plural noun 
lines drawn on cover material to allow it to 
be placed quickly and correctly once the 
glue has been applied 
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pix /ptks/ plural noun pictures used in 
advertising or design (informal) 
pixel /'piksol/ noun the smallest unit of 
display on a computer screen whose colour 
or brightness can be controlled o The 
picture was made up of several hundred 
pixels of different colours. Full form 
picture element 
COMMENT: In high resolution display 
Systems the colour or brightness of a single 
pixel can be controlled; in low resolution 
Systems a group of pixels are controlled at 
the same time. 
placeholder text /'pleishouldo tekst/ 
noun same as dummy text 
plagiarise /plerdzoraiz/, plagiarize 
verb to copy somebody else's work and 
publish it as one's own 
plagiarism /'plerdzoriz(o)m/ noun the 
practice of copying and publishing some- 
body else's work as one's own 
plagiarist /'plerdsorist/ noun a person 
who copies other people's work without 
admitting what they have done 
plain /pletn/ adjective simple o The 
design of the cover is in plain blue and 
white squares. o We want the school 
edition to have a plain design. 
plain-paper copier /pleim 'perpo 
,Kopio/ noun a photocopier which can use 
ordinary paper such as headed stationery, 
and does not need special sensitised paper 
plain paragraph /plem 'parogra:f/ 
noun a paragraph with the first line 
indented and the rest full width 
plaintext /,plein'tekst/ noun a term used 
in word processing to mean text that is in 
the standard font for that document 
without different types such boldface and 
italics 
plan /plen/ noun 1. a carefully worked 
out method of achieving objectives 2. a 
map 
planchest /'plznt fest/ noun a piece of 
furniture with wide flat drawers, in which 
large plans or artwork can be kept 
plane /plein/ verb to smooth a surface, or 
to reduce a surface by removing a thin 
layer from it m noun one layer of an image 
that can be manipulated independently 
within a graphics program 
planer /plemno/ noun a wooden block 
used to tap the metal type to fit it in place 
planning /'plaeniy/ noun the process of 
working out in detail how to do something 
before starting to do it 


planographic printing 
/planeugrafik 'printin/ noun printing 
from a flat printing plate, in which the lines 
which produce the image are not raised 
above or sunk below the surface of the 
plate, but are greasy, so that the ink stays 
on the image and is repelled by the rest of 
the wet surface of the plate 


plant /pla:nt/ noun 1. machinery 2. orig- 
inated material such as blocks or film, 
which belong to the publisher 


plant costs /'pla:nt kpsts/ plural noun 
the one-off costs involved in producing a 
book, e.g. design, illustrations and typeset- 
ting (NOTE: Exactly what is included in the 
plant costs of a book tends to vary from 
publisher to publisher.) 


Plantin /'plentin/ noun a popular type- 
face designed by Christopher Plantin in the 
15th century 


plastic comb binding /'plæstık 
koum ,baindin/ noun a mechanical 
binding process where separate sheets have 
holes punched in them into which the teeth 
of a plastic comb fit 

plastic wrapping /plzestik ,raprp/ 
noun thin transparent plastic sheets used to 
wrap magazines for distribution 


plate /pleit/ noun 1. an illustration in a 
book often on better-quality paper than the 
text 2. a surface on which the text or image 
to be printed is fixed 
COMMENT: Printing plates are usually made 
from metal (sometimes plastic or paper), 
and can be flat or curved to fit round the 
cylinder. Photographic plates are now used 
mainly in high quality, large-format 
professional cameras while the most 
popular backing material is still acetate film. 
plate camera /'pleit ,kzem(a)ra/ nouna 
camera that uses glass plates instead of 
film 
plate cylinder /'pleit ,silindo/ noun a 
heavy cylinder on which the plate is fixed 
in a printing press 
plate-making /'plert ,merkry/ noun the 
making of plates for printing 
platen /'plert(o)n/ noun a roller which 
supports the paper in a printer 
platen press /'pleit(o)n pres/ noun a 
letterpress printing machine where the 
paper is placed on the type and a flat plate 
presses down on it 
plate proof /'pleit pru:f/ noun a proof 
taken directly from the printing plate 


plate slap 
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plate slap /'plert slaep/ noun the noise 
made by a plate which does not fit tightly 
around the cylinder 
plating /‘pleitin/ noun the act of fitting 
plates to the plate cylinder 
plating sequence /'pleit1 ,si:kwons/ 
noun the order in which the plates are fixed 
to the cylinder 
plc abbreviation Public Limited Company 
plot /plpt/ verb to mark co-ordinates and 
draw a graph using them 
plotter /'plpto/ noun a computer device 
that draws straight lines between two co- 
ordinates 
COMMENT: Plotters are used for graph and 
diagram plotting and can plot curved lines 
as a number of short straight lines. 
plotter driver /'ploto ,drarvo/ noun 
dedicated software that converts simple 
instructions issued by a user into complex 
control instructions to direct the plotter 
plotter pen /'plotə pen/ noun an instru- 
ment used in a plotter to mark the paper 
with ink as it moves over it 
plotting mode /'plptiy moud/ noun the 
ability of some word processors to produce 
graphs by printing a number of closely 
spaced characters rather than individual 
pixels 
plough /plav/ noun a hand cutter for 
cutting the edges of cased books 
PLR abbreviation | LIBRARIES 
Lending Right 
plucking /'plaktn/ noun same as picking 
plug /plag/ noun a device with metal pins 
which can be inserted into an electrical 
socket to provide power for a machine m 
verbto publicise a product or event in order 
to encourage people to buy or watch it 
plug compatible /plag kom 
'petib(o)/ adjective relating to a 
computer or peripheral which can be used 
with another system simply by plugging it 
in with a special plug 
plus /plas/, plus sign /'plas satn/ noun a 
mathematical sign for addition (+) 
-ply /plat/ suffix indicating the number of 
layers of paper or board which are glued 
together to give greater strength 
PMA abbreviation post mortem auctoris 
p-mail /'pi: ,meil/ noun same as snail 
mail 
PMT 
transfer 
pocket /'ppkit/ noun 1. paper folded like 
an envelope and glued inside the cover of a 


Public 


abbreviation ^ photomechanical 


book to hold a map or other insert 2. a type 
of envelope with a triangular flap 
pocket atlas /,ppkit 'ztlos/ noun a 
small atlas which can fit in the pocket 
pocket book /'ppkit buk/ noun 1. a 
small notepad which can be kept in the 
pocket 2. US a small paperback 
pocket edition /'ppkit 1,drf(o)n/ noun 
a book small enough to be carried in a 
pocket 
POD abbreviation print on demand 
poetry /'pourtri/ noun imaginative 
writing which is arranged in a particular 
pattern of lines and sounds 
point /point/ noun 1. a place or position 
in time o starting point 2. an idea or 
opinion o He made a good point in the 
discussion. 
pointer /'pointo/ noun a stick used to 
indicate something 
point of presence /point ov 
'prezons/ noun a location where a user can 
connect to a network, e.g. a place where 
subscribers can dial in to an Internet 
service provider. Abbr POP 
point of sale /,point ov 'seil/ noun the 
place where things sold in a shop are paid 
for. Abbr POS, p.o.s. 
point-of-sale material /,point ov 'serl 
mo,tioriol/ noun marketing material 
displayed in order to advertise a product 
where it is being sold, e.g. posters, dump 
bins or spinners. Also called POS material 
point-of-sale terminal /,pomt ov 'seil 
,taxmin(o)l/ noun a computer terminal at a 
point of sale, used to provide detailed 
product information and connected to a 
central computer to give immediate stock 
control information. Also called POS 
terminal 
point size /'point sarz/ noun the size of 
printed letters 
COMMENT: In the UK and the USA, point 
sizes are based on the pica system; one 
point equals 0.3515mm (or 0.01384 inch); 
12 points being one sixth of an inch, or 
4.21mm or one pica em. In Europe, point 
Size is based on the didot point: one point 
equals 0.3759mm (or 0.0148 inch), and 12 
points are one cicero. 
point to point protocol /,pomt to 
point 'proutokpl/ noun full form of PPP 
polished foil /,polift ‘forl/ noun a foil 
for blocking book covers, giving a shiny 
finish in many different colour shades 
polythene /'ppliOi:n/ noun a thin plastic 
film used for wrapping 
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polyurethane binding 
/,polijueriGeimn 'baindrg/ noun a strong 
adhesive binding used for heavy reference 
books offering good open-flat qualities. 
Abbr PUR 

polyvinyl acetate — /pplivarnol 
‘eesiteit/ noun a synthetic cold melt glue 
used in binding. Abbr PVA 

POP /pop/ abbreviation point of presence 
popular dailies /pppjulo 'deiliz/ 
plural noun daily papers published for the 
mass market readership 

popular edition /,popjula r'drf(o)n/ 
noun a book with poorer paper and a 
lighter cover than the norm, sold at a 
cheaper price 

popular prices /'pppjulo ,prarsiz/ 
plural noun prices which are low and there- 
fore liked 

pop-up /'ppp ap/ adjective containing 
cut-out figures that rise up as a page is 
opened m noun a book or card that contains 
pop-up figures 

pop-up book /'ppp ap ,bok/ noun a 
book, usually for children, in which the 
pictures are cut out from the page so that 
they stand up when the book is opened 
(NOTE: Used mainly for children's books, 
but also for some adult or more serious 
educational material.) 

pornographic /,po:no'grefik/ adjec- 
tive aiming to arouse sexual excitement 
pornography /po:'nogrofi/ noun publi- 
cations of an obscene nature, usually in a 
sexual sense 

porosity /po:'rositi/ noun the ability of a 
material to allow fluids to pass through 
porous /'po:ras/ adjective allowing 
fluids to pass through 

port /po:t/ nouna socket or other physical 
connection allowing data transfer between 
a computers internal communications 
channel and another external device 
portable /po:tob(o)l/ adjective easily 
carried m noun an easily carried machine 
such as a small computer or television 
portable colour duct /po:tob(o)l 
‘kala ,dakt/ noun a device which can be 
attached to a printer to change the colour of 
the printing ink 

portal /'po:t(o9)/ noun a website that 
provides links to information and other 
websites 

portfolio /po:t'fouliou/ noun 1. a collec- 
tion of original works 2. an area of respon- 
sibility held by a government minister 3. a 


thin, flat case for carrying drawings and 
papers 

portrait /'po:trit/ noun a painting, 
drawing or photograph of a person 
portrait format /'po:trit fo:mzt/ noun 
vertical format with the height greater than 
the width, as opposed to landscape format 
POS /ppz/, p.o.s. abbreviation point of 
sale 

position /po'zirf(o)n/ nouna person's job 
or status within a company m verb to place 
something somewhere o Position this 
photograph at the top right-hand corner of 
the page. 

positive /'ppzitiv/ adjective made from 
a negative, i.e. with the black showing as 
black, or with the same colours as the orig- 
inal m noun film which shows the colours 
as in the original. Compare negative 
positive film /‘pozitrv frlm/ noun film 
made from a negative, i.e. with the black 
showing as black, or with the same colours 
as the original 

positive reading /ppzitiv  ri:din/ 
adjective same as right-reading 

POS material /,pi: o0 'es mo,troriol/ 
noun same as point-of-sale material 
post- /poost/ prefix combining with 
nouns, adjectives and dates to indicate that 
something has happened after the stated 
time o post-war o post-audit 

postage /'poustid3/ noun payment for 
sending a letter or parcel by post 
postage paid /,poustid3 'peid/ adjec- 
tive words printed on an envelope to show 
that the sender has paid the postage even 
though there is no stamp on it 

postal /'paust(a)l/ adjective relating to 
the post m noun a size of board which is not 
an ISO size 

postal charges /'poust(o)l ,tfa:d31z/, 
postal rates plural noun money to be paid 
for sending letters or parcels by post o 
Postal charges are going up by 10% in 
September. 

postal order /'poust(o)l ,o:da/ noun a 
document bought at a post office, as a 
method of paying small amounts of money 
by post 

postal packet /'poust(o)l ,paekrt/ noun 
a small container of goods sent by post 
post-binding /'poust ,barndrp/ noun a 
type of loose-leaf binding using metal 
posts which pass through the holes in the 
leaves 


postcard 
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postcard /'poustka:d/ noun a card, 
often with a picture on one side, which can 
be written on and sent without an envelope 


postcode /'poustkoud/ noun a system 
of letters and numbers used by the post 
office to identify towns and roads to aid the 
delivery of letters 


post-editing /'poost ,editin/ noun the 
act of editing and modifying text after it 
has been compiled or translated by a 
machine 


poster /'poosto/ noun a large notice or 

advertisement stuck to a wall or board 
COMMENT: The standard format for a single 
sheet poster is double crown (30 x 20 
inches). 

POS terminal /,pi: au 'es ,ta:mrn(o)l/ 

noun same as point-of-sale terminal 


poster paper /'poosto ,perpo/ noun 
paper which is glossy on one side and 
rough on the other 


poster stick /'pousto stik/ noun a large 
composing stick which can hold the large 
type needed for printing posters 


poster type /'pousto tarp/ noun very 
large typefaces used for posters, often 
made of wooden blocks 


post-formatted /,poust 'foimætıd/ 
adjective arranged into pages at the 
printing stage rather than on screen 


posthumous /ppostjomos/ adjective 
published or printed after the author's 
death 


posthumously /'postjumosli/ adverb 
after a person's death o His last novel was 
published posthumously. 


posting /'poustip/ noun a message sent 
to and displayed on an online facility such 
as an Internet newsgroup or bulletin board 


post mortem auctoris /poust 
Qmo:item ork'torrits/ phrase a Latin 
phrase meaning 'after the death of the 
author', used in copyright law. Abbr PMA 


post office /poust ,pbfis/ noun a 
national organisation which controls the 
postal services within a country 


Post Office box number /,poust ‚ofis 
'boks ,nambo/ noun a reference number 
given for delivering mail to a post office, so 
as not to give the actual address of the 
person who will receive it 

postpone /poust'poun/ verb to rear- 


range for something to be done at a later 
date or time 


postponement /pous'poonmont/ noun 
the act of arranging for something to take 
place later than planned o J had to change 
my appointments because of the postpone- 
ment of the meeting with the printers. 


postscript /'poustskript/ noun an addi- 
tion to the end of something such as a 
book, story or document 

PostScript /'poustskript/ a trade name 
for a standard page description language 
developed by Adobe Systems. PostScript 
offers flexible font sizing and positioning 
and it is most often used in DTP systems, 
high-quality laser printers and phototype- 
setters. o /f you do a lot of DTP work, you 
will benefit from a PostScript printer. 

pot /ppt/ noun a container for molten 
metal on a typecasting machine 


potboiler /potboro/ noun a work 
written purely to earn money with no 
literary merit 

pound /paund/ noun 1. a measure of 
weight equalling 0.45 kilos (NOTE: Usually 
written Ib after a figure: 25lb.) 2. money 
used in the UK and many other countries 


pound sterling /,paund 'st3:lr/ noun 
an official term for the British currency. » 
hash (NOTE: Usually written £ before a 
figure: £25. Note also that the pound sign 
is used in the USA in place of the hash 
mark to avoid confusion in cases where the 
hash mark means ‘number’.) 


powderless etching /'paudələs 
,etfig/ noun a method of etching blocks 
without needing to use dragon's blood, 
using magnesium alloy plates instead of 
zinc, giving very fine lines. Also called 
Dow etching 

pp abbreviation pages 

p.p. /,pi: 'pit/ verb a to p.p. a letter to 
sign a letter on behalf of somebody o The 
assistant p.p.d the letter while the 
manager was at lunch. 

ppm abbreviation pages per minute 

PPP /pi: pi: 'pi/ noun protocol that 
allows a computer to use the TCP/IP 
protocol over a telephone connection. Full 
form point to point protocol 

PR abbreviation public relations o A PR 
firm is handling all our publicity. o He is 
working in PR. o The PR people gave away 
100,000 balloons. 


predesigned /,pri:di'zamd/ adjective 
provided to the customer already designed 
o There is a wide selection of predesigned 
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layouts to help you automatically format 
typical business and technical documents. 
pre-edit /pri 'edit/ verb to change text 
before it is run through a machine to make 
sure it is compatible 
pref. abbreviation preface 
preface /'prefos/ noun an author's note 
which comes before the introduction and 
after any dedication m verb to write or say 
something before the main part of a text o 
He prefaced his article with a quotation 
from Dickens. 
COMMENT: A preface is usually written by 
the author, and explains briefly why the 
book has been written and who the readers 
are expected to be. A foreword, on the other 
hand, can be written by the author, but is 
more usually by another person, often a 
famous person whose name might be 
expected to increase the sales of the book. 
prefatory note /prefzt(o)ri noot/ 
nouna note addressed to the reader, printed 
at the beginning of a book 
preferred position  /prifs:d pə 
'z1f(o)n/ noun a position for an advertise- 
ment in a magazine, which is particularly 
asked for by the advertiser 
prefix /'pri:fiks/ noun a word or letters 
added to the front of another word, which 
can change its meaning, e.g. in ‘undone’, 
‘misread’ 
prejudice /'predsoudis/ noun an unfair 
and often negative feeling based on incom- 
plete knowledge and information m verb to 
harm somebody's claim 
prekey /pri:'ki:/ verb to keyboard a text 
before sending it for typesetting 
preliminary /pri'lnmin(o)ri/ adjective 
early or happening before anything else 
preliminary discussion Ipri 
JÀmmin(o)ri di'skAf(o)n, preliminary 
meeting noun a discussion or meeting 
which takes place before the main discus- 
sion or meeting starts 
prelims /'pri:Irmz/ plural noun the initial 
pages of a book, including the title page 
and table of contents, which precede the 
main text. Also called front matter 
COMMENT: The prelims occupy several 
pages. They will normally include a half title, 
the title page, the title page verso with 
bibliographical details, a contents page, 
and list of illustrations, preface, introduction 
and acknowledgements. They may also 
include a list of books by the same author 
(on the blank page facing the title page or 
half-title), a frontispiece (illustration facing 
the title page), etc. The prelims are usually 
numbered in Roman figures (i, ii, iii, etc.) 
and these numbers do not count towards 


the page numbers of the text. A catalogue 
might note that a book has 24pp prelims 
and 222pp text. In British and American 
books the printer’s imprint appears on the 
bibliographical page following the title page. 
pre-make-ready work /pri: 'merk 
edi ,w3:k/ noun 1. a routine in a 
composing room to prepare a forme before 
making ready on a letterpress machine 2. 
preparation of an offset machine for 
printing, including plate-making 
premium book /'pri:miam buk/ nouna 
book offered as a gift to subscribers to 
another book or series of books, or offered 
at a very cheap price as an incentive to 
members of a book club 
prepack /pri:'pek/, prepackage /pri: 
'paekids/ verb to pack something before 
putting it on sale o The guides are 
prepacked in a plastic display stand. 
prepaid /pri:'perd/ adjective paid for in 
advance of delivery 
prepaid reply card /,pri:peid ri'plar 
ka:d/ noun a stamped addressed card 
which is sent to somebody so that they can 
reply without paying the postage 
preparation  /prepo'rerf(o)n/ noun 
work done beforehand in order to be ready 
for something o They made careful prepa- 
ration for the open day. o in preparation 
being prepared 
prepay /pri:'pei/ verb to pay in advance 
prepayment  /pri:''permont/ noun 
payment in advance o to ask for prepay- 
ment of a fee to ask for the fee to be paid 
before the work is done 
pre-press /,pri: 'pres/ adjective before 
going to press 
pre-press costs /'pri: pres ,kpsts/ 
plural noun the costs of preparing a book or 
magazine up to the camera-ready copy or 
film stage 
pre-press proof /'pri: pres ,pru:f/ 
noun a proof made from the film, before 
printing starts 
pre-press work /pri: 'pres wa3:k/ noun 
the process of preparing an offset machine 
for printing, including plate-making and 
making ready. Also called pre-make- 
ready work 
preprint /pri:print/ noun 1. a small 
section of a book printed before the rest 
and sent out in advance as publicity matter 
2. printed material which is then over- 
printed, such as colour sections without 
text m verb to print something before the 
rest of the job 


preprinted cover 
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preprinted cover /pri:,printid 'kAvo/ 
nouna cover which is printed in advance of 
the main binding, e.g. to be used for 
display purposes or for reps to use 
preprinted stationery /pri,printid 
'sterf(o)n(o)ri/ noun stationery which has 
already been printed with the company's 
logo and address at the head or foot 
prepublication — /pri:,pAblr'kerf(o)n/ 
adjective relating to or occurring in the 
period before a book or other work is 
published 

prepublication advertising /pri: 
ipabliklerf(a)n 'zedvoataizin/ noun adver- 
tising carried out before the publication of 
a book 

prepublication sales /prit 
pAbliklerf(o)n 'serlz/ plural noun sales 
which are recorded before the publication 
of a book 

prepublication selling Ipri: 
,pAbliklerf(o)n 'selm/ noun same as 
advance selling 

prescribed text /priskrarbd 'tekst/ 
noun an educational book which has been 
listed as required for a course of study or 
for an exam 

presell /,pri: 'sel/ verb to sell a book 
before its official publication date 
presensitised /prit'sensitaizd/, 
presensitized adjective with a sensitive 
coating ready for processing 
presentation /,prez(o)n'terf(o)n/ noun 
a talk about a specific subject given to 
provide information 

presentation copy  /prez(o)n 
'terf(o)n ,kppi/ noun a copy of a book 
either in special binding or with a special 
inscription, which is given to somebody at 
an official ceremony 

presentation visuals  /,prez(o)n 
'terf(o)n ,vrsuolz/ plural noun artwork 
which is used in a presentation, to show 
what the finished work will look like 
preseparated files /pri:,seporertid 
'failz/ plural noun digital files of the sepa- 
rations of a piece of artwork, each one of 
which is stored individually. Compare 
composite separations 

preset /pri:'set/ verb to set something in 
advance o The printer was preset with new 
page parameters. 

pre-shrunk packaging /,pri: frank 
"‘peekid31n/ noun US same as shrink- 
packaging 


press /pres/ noun 1. the act or method of 
printing o gone to press a the press news- 
papers and magazines o There was no 
mention of the new product in the press. o 
We plan to give the product a lot of press 
publicity. a the local press newspapers 
which are sold in a small area of the 
country n the national press newspapers 
which sell in all parts of the country o The 
new car has been advertised in the 
national press. 2. a device used in printing 
which pushes paper onto the inked metal 
type m verb 1. to push down on paper in a 
press to make it flat 2. to print using a press 
3. to put pressure on something o Press the 
button to make it work. 4. to try to persuade 
somebody to do or say something 


press agency /'pres ,e1d3ansi/ noun a 
company that sells news items and features 
to newspapers and journalists 


press agent /'pres ,erdsont/ noun a 
person who looks after the publicity for an 
author, entertainer or other famous person 


press conference l'pres 
,konf(o)rons/ noun a meeting at which 
reporters from newspapers are invited to 
hear news of an important event or person 
and ask questions 

press copies /'pres kppi:z/ plural noun 
copies of a new book which are sent to 
newspapers 

press costs /'pres kpsts/ plural noun 
printing costs, including making plates, 
paper, machining and binding 

press coverage /'pres ,kAv(o)rids/ 
noun the amount of space or time given in 
newspapers or TV and radio news bulletins 
to one topic 

press cutting agency /'pres ,katin 
,eidsonsi/, press cutting service noun a 
company that cuts out references to a client 
from newspapers and magazines and sends 
them on to the client 

press cuttings /'pres ,kAtrgz/ plural 
noun references to a client or person or 
product cut out of newspapers or maga- 
zines 

press date /'pres dert/ noun the date on 
which a book or magazine is printed 
pressing /'presm/ noun the act of flat- 
tening printed signatures 

pressing boards /'presin bo:dz/ plural 
noun stiff cardboard plates between which 
the printed pages are pressed to flatten 
them before going for binding 
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presspahn hollow /'prespzn ,hplou/ 
noun a type of hollow used in the spine of 
cased books 

press proofs /'pres pru:fs/ plural noun 
final proofs which are run off just before 
the printing run starts 

press release /'pres r1,li:s/ noun 1. a 
statement given by an organisation to the 
media to explain a situation from their 
point of view 2. same as news release 
press rolls /pres raulz/ plural noun 
heavy rollers which crush the paper as it is 
going through the papermaking process 
pressroom /'presru:m/ noun part of a 
printing works where the printing is actu- 
ally carried out 

pressrun /'presran/ noun US the 
number of books printed at one time (NOTE: 
The UK term is print run.) 

presswork /'presw3:k/ noun the work 
of carrying out a printing job, whether it is 
printing leaflets or posters, or a multi- 
volume reference work in full colour 
preview /'pri:vju:/ verb to display text or 
graphics on a screen as it will appear when 
it is printed out 

previewer /'pri:vjuro/ noun a feature 
that allows a user to see on screen what a 
page will look like when printed o The 
built-in previewer allows the user to check 
for mistakes. 

preview screen /'pri:vju: skri:n/ noun 
a screen on which text or graphics can be 
previewed 

price /prats/ noun the amount of money 
needed to buy an item m verb to give a price 
to a product 

price control /'prars kon,troul/ noun 
legal measures to stop prices rising too fast 
price cutting /‘prats ,katm/ noun a 
sudden lowering of prices 

price differential /‘prats difo,renfol/ 
noun the difference in price between prod- 
ucts in a range 

price ex factory /,prats eks 'feekt(a)ri/ 
noun same as factory price 

price ex warehouse /prais eks 
"weohaus/ noun the price for a product 
which is to be collected from the manufac- 
turer's or agent's warehouse and so does 
not include delivery 

price ex works /,prais eks 'wa3:ks/, 
price ex factory noun a price for a product 
not including transport from the maker's 
factory 


price fixing /prais ,frksr/ noun an 
illegal agreement between companies to 
charge the same price for competing prod- 
ucts 


price list /‘prats list/ noun a list of the 
prices of everything in stock 


price range /prars remd3/ noun a 
series of prices for similar products from 
different suppliers 

price-sensitive product /,prais 
'sensotiv/ noun a product which will sell 
less if the price is increased 


price war /'prars wo:/ noun competition 
between companies to get a larger market 
share by cutting prices 

pricing policy /'prarsıy ,pplisi/ noun a 
company's policy in giving prices to its 
products o Our pricing policy aims at 
producing a 3596 gross margin. 

primary colours /'prarmori 'kAloz/ 
plural noun the three primary colours 
which make white light, or the three 
process colours used, with black, in four- 
colour process work. Also called colour 
primaries 

primary publishing ^ /prarmori 
pAblrfi/ noun the publishing of school 
books for use in primary schools 
primary school textbook /,prammori 
sku:l 'tekstbuk/ noun a textbook used in 
schools teaching children up to about 11 
years old 


primer /'prammo/ noun 1. a simple 
instruction book or manual 2. a basic or 
simple school book for children 


print /print/ verb 1. to produce a book, 
magazine, newspaper or leaflet by a 
mechanical process 2. o to print to paper 
to print as many copies as there is paper 
available, rather than asking for a precise 
number of copies which might be uneco- 
nomical m noun 1. words made on paper 
with a machine o You get clearer print from 
a daisy-wheel printer than from a line 
printer. 2. a printed copy of an etching, 
etc., made from a film or plate o He 
collects 18th-century prints. o The office is 
decorated with Japanese prints. 3. a posi- 
tive photographic image in which black is 
black and white is white. Compare nega- 
tive 

printable /'printob(o)l/ adjective able to 
be printed on 


print buyer /'print ,baro/ noun a person 
in the production department of a 


print buying 
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publishing company whose job is to place 
orders with printers 

print buying /'print ,barr/ noun the 
job of placing orders for printing and 
binding 

print contrast ratio /,print 'kontra:st 
,rerfiou/ noun the difference between the 
brightest and darkest areas of an image 
print control character /print kon 
'troul/ noun a special character which 
directs a printer to perform an action or 
function such as changing the font, rather 
than print a character 


printed ephemera / printid r'femoro/ 
plural noun items such as theatre 
programmes, leaflets and advertising fliers 
which would normally be read and thrown 
away 


printed head-to-head /,printid hed 
to 'hed/ adjective relating to a method of 
printing where two copies are printed from 
the same sheet, with the heads of the two 
books together. » coming-and-going, fore 
and aft, two-up 

printed head-to-tail /,printid hed to 
‘hed/ adjective relating to a method of 
printing where two copies are printed from 
the same sheet, with the head of one 
connecting with the bottom edge of the 
other. » coming-and-going, fore and aft, 
two-up 

printed index /,printid 'ndeks/ noun 
an alphabetical list of words used in a text 


printed matter /printid ,mætə/ noun 
anything that is printed and can be read 


printer /'printo/ noun 1. a machine that 
converts electronic data into readable form 
on paper 2. a person or company that prints 
books, newspapers or other printed matter 


printer buffer /printo ,bafa/ noun a 
temporary store for character data waiting 
to be printed, used to free the computer 
before the printing is completed so making 
the operation faster 


printer control characters /;printo 
kon'troul  ,kariktoz/ plural noun 
command characters in a text which 
transmit printing commands to a printer 
printer driver /'printo ,dratva/ noun 
dedicated software that converts and 
formats the user's commands ready for a 
printer 

printer-plotter /'printo ,plpto/ noun a 
high-resolution printer that is able to 
operate as a low-resolution plotter 


printer quality /'printo ,kwoliti/ adjec- 
tive relating to the standard of printed text 
from a particular printer 

printers corrections /'prmtoz ko 
ekf(o)nz/ plural noun corrections noted 
by the printer's reader on the top copy of 
the proofs before the proofs are sent to the 
publisher 


printer's devil /,printoz 'devil/ noun 
an apprentice or young helper in a printing 
workshop 


printer's error /'printoz ,ero/ noun a 
mistake made by the printer, usually an 
error in typesetting. Abbr PE 

printers flowers /'printoz ,flauoz/ 
plural noun ornaments available in metal 
type or transfer lettering. Also called 
flowers 

printers imprint /,printoz 'imprint/ 
noun a special mention of the name and 
address of the printer on the inside of a 
book or periodical 

printer's pie /'printoz pav noun type 
which has become mixed up and is mean- 
ingless 

print formatter /'print ,fo:mzeta/ noun 
software that converts embedded codes 
and print commands to printer control 
signals 


printhead /'printhed/ noun a metal 
form of a character that is pressed onto an 
inked ribbon to print the character on paper 
printing /‘printiy/ noun 1. the art of 
printing books or magazines, including 
typesetting, etc. o She is studying printing 
at college. 2. the quantity of copies of a 
book printed at the same time o The second 
printing has sold out and a third has been 
ordered. 


printing cylinder /‘printin ,stlindo/ 
noun a cylinder on a press which carries 
the printing plate 

printing down /,printiy 'daon/ noun 
preparation of a printing plate by exposing 
it to a prepared film in a printing-down 
frame, and subjecting it to light 
printing-down frame /'printry daun 
,frerm/ noun a vacuum frame used for 
printing down when making a plate from a 
film 

printing history /'printi ,hist(o)ri/ 
noun details of the printing of a book such 
as the date of the original printing and 
dates of reprints, usually listed on the bibli- 
ographic page after the title page 
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printing house /'printi haus/ noun a 
company which does printing 

Printing Industries Research 
Association /,printiy ,mdustri:z ri 
's3itf o,soosierf(o)n/ noun full form of 
PIRA 

printing ink printy rpk/ noun 1. ink 
made from carbon mixed with oil, used in 
printing 2. a type of ink only used in 
printing 

printing order /'printi ,»:do/ noun an 
order from a publisher to a printer to print 
a particular number of copies of a book 
printing papers /printim ,perpoz/, 
printings plural noun types of paper which 
can be used for printing 

printing press /'printig pres/ noun a 
machine which presses paper onto type 
and prints text 

printing process /'printiy ,prouses/ 
noun any method of printing, e.g. letter- 
press, litho, gravure, screenprinting and 
flexography 

printing sequence l'printir 
,Ssitkwons/ noun the order in which the 
four colours are printed in four-colour 
work 

printing trade /'printm treid/ noun 
commercial activities involved in printing 
books, newspapers, ephemera, etc. 
printing works /'printi wa:ks/ plural 
noun a factory where books or newspapers 
are printed. Also called print works 
print life /‘print laif/ noun the number of 
characters a component can print before 
needing to be replaced o The printhead has 
a print life of over 400 million characters. 
printmaking /‘printmerkin/ noun the 
printing of art prints such as lithographs, 
etchings and linocuts 

print media /'print ,mi:dio/ noun news- 
papers, books, journals, magazines, leaf- 
lets etc which carry print in a hard copy 
format 

print modifiers /print ,mpdifaroz/ 
plural noun codes in a document that cause 
a printer to change mode, e.g. from bold to 
italic 

print number /'print ,nambo/ noun the 
number of copies of a book which are 
printed at one time 

print on demand / print pn di'ma:nd/ 
noun the facility to print and bind a small 
number of books at short notice, without 
the need for a large print run, using digital 
technology. Abbr POD 


print order /'print ,»:do/ noun an order 
from a customer asking a printer to print 
something, specifying quantity, paper, 
binding, etc. 
print out /,print 'aut/ verb to print infor- 
mation from a computer through a printer 
printout /'printaut/ noun a hard copy of 
a computer file 
print pause / print 'po:z/ noun an act of 
temporarily stopping a printer while 
printing, e.g. to change paper 
print run /'print ran/ noun the number 
of copies of a book which are printed at 
one time 
printshop /'printfop/ noun a shop 
where jobbing printing takes place 
print style /'print starl/ noun the type- 
face and fonts used in any particular docu- 
ment 
printwheel /'prmtwi:l/ noun a wheel 
made up of a number of arms, with a char- 
acter at the end of each arm, used in a 
daisy-wheel printer 
print works /'print wa:ks/ plural noun 
same as printing works 
privacy of information /,privasi ov 
info'merf(a)n/ noun the act of keeping 
documents secret so that only authorised 
people are allowed to read them 
‘New rules for a passenger data 
collection scheme operated by US 
authorities may carry a nasty sting for 
travellers. The scheme - Advance 
Passenger Information System (Apis) — 
threatens to cause big delays at check-in 
and raises ethical questions about a 
passenger’s right to privacy of 
information.’ [Financial Times] 
private /'prarvot/ adjective for the use of 
one person or group only n letter marked 
*private and confidential a letter that 
must not be opened by anyone other than 
the person it is addressed to 
private limited company /,prarvət 
Àumitid 'kamp(o)ni/ noun a company 
with a small number of shareholders, 
whose shares are not traded on the Stock 
Exchange 
privately printed book /prarvotli 
,printid 'buk/ noun a book printed by a 
private press 
privately published book / pratvatli 
|pAblrft 'buk/ noun a book that has been 
printed at the author's expense 
private press /'praivot pres/ noun a 
printing press which prints limited 
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numbers of handset books, and sells them 
to collectors 


pro /prou/ preposition for 


process camera /'prouses ,kaem(o)ro/ 
noun a camera designed for the stages 
required in preparing illustrations for 
printing, such as tone and colour separa- 
tion 

process colour printing /,prouses 
‘kalo ,printin/ noun the printing of colour 
plates using four-colour plates, one for 
each process colour 


process colours /'prouses ,kaloz/ 
plural noun the colours cyan, magenta and 
yellow which are used together with black 
to produce all the other colours needed in 
colour printing. » additive colours, 
subtractive colours 


processing /'prousesry/ noun 1. the act 
of developing and printing a film 2. the 
sorting of information 


processor /'prouseso/ noun a computer 
that is able to manipulate data according to 
given instructions. » word processor 


process plates /'prauses pleits/ plural 
noun colour plates used in four-colour 
printing 

process white /'prouses wairt/ noun a 
type of white paint used to cover unwanted 
block lines on artwork, which does not 
show when photographed 


process work /'prouses w3:k/ noun 
printing in four colours 


product /‘prodakt/ noun 1. something 
that is made to be sold often in large quan- 
tities 2. the result of previous actions or 
discussions 


product advertising — /'prpdAkt 
jedvotaizin/ noun the advertising of a 
particular named product, not the company 
which makes it 

product analysis /prodakt ə 
'nzelosis/ noun examination of each sepa- 
rate product in a company's range to see 
why it sells or who buys it, etc. 

product design /'prodakt dr,zarn/ 
noun the design of consumer products 
product development /,prodakt di 
‘velopmont/ noun the process of 
improving a product to meet the needs of 
the market 


product engineer /,prodakt ,end31 
'nro/ noun an engineer in charge of the 
equipment for making a product 


production /pro'dAkfon/ noun 1. the 
creation of something 2. same as produc- 
tion department 

production and progress record 
/pro,dakfon on 'praugres ,reko:d/ noun 
a record kept giving details of the produc- 
tion of a book 


production budget  /pro'dAkfon 
i\bad3it/ noun a plan of expected expendi- 
ture on production 

production controller /pra'dakfon 
kon,traulo/ noun a person in the produc- 
tion department of a publishing company 
who deals with printers and other suppliers 
production cost /pra'dakfan kpst/ 
noun the cost of making a product 
production department /pro'dak fon 
di,partmont/ noun the section of a 
company which deals with the physical 
manufacture of the company's products, 
e.g. in a publishing company the depart- 
ment dealing with typesetting, paper 
buying, printing and binding 
production editor /pro'dAk fon ,edito/ 
noun a person in a production department 
who also undertakes editorial work 
production ledger  /pro'd4kfon 
,Jedao/ noun an accounts ledger where a 
publisher keeps note of all production costs 
incurred in making a book, from origina- 
tion to bound books 


production manager /pra'dakfon 
,manidso/ noun a person in charge of the 
production department 

production rate /pro'dAk[(o)n rert/ 
noun the speed at which items such as 
books or CDs are made. Also called rate of 
production 


production schedule /pra'dakfon 
Jedju:l/ noun a list of dates for all the 
production processes of a book, e.g. 
sending copy to the typesetter, layouts, 
proofing and cover work 


production standards /pra'dakfon 
,steendodz/, production values /pro 
'dAkfon ,vaelju:z/ plural noun the quality 
of the materials and methods used in 
production 

production unit /pro'dAkfon ,ju:nit/ 
noun a separate small group of employees 
producing a certain product 

product line /‘prodakt lain/, product 
range /‘prodakt reind3/ noun a series of 
different products made by the same 
company which form a group, such as cars 
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in different models or pens in different 
colours 


product management /,prodakt 
'mzenid3mont/ noun the job of directing 
the making and selling of a product as an 
independent item 


product mix /‘prodakt mrks/ noun the 
particular combination of products made 
by the same company 

profession /pra'fef(a)n/ noun a job that 
requires advanced education or training 
professional /pro'fef(o)nol/ adjective 
1. relating to work requiring a high level of 
training and done to a high standard 2. 
done for money rather than as a hobby 
professional and reference 
publishing /profef(o)nol on 
'ref(o)rons ,pAblrftp/ noun the publishing 
of special books for the professions and 
also reference titles 

professional publishing — /pro 
,fef(o)nel 'pablifin/ noun the publishing 
of books on law, accountancy and other 
professions 

professional qualification — /pro 
ifef(aynol ,kwnplifr'kerf(o)n/ noun a 
document showing that somebody has 
successfully finished a course of study 
profile /'proufail/ noun a brief descrip- 
tion of something such as an author or a 
company o We always try to include a 
profile of the author on the advance infor- 
mation sheet. 

profit and loss account /,profit on 
‘Ips o,kaunt/ noun the accounts for a 
company, with expenditure and income 
balanced to show a final profit or loss 
profit centre /'profit ,sento/ noun a 
person or department which is considered 
separately for the purposes of calculating a 
profit 

program /'prougrem/ noun a set of 
instructions for a computer m verb to write 
a program for a computer 

programmed learning /,prougraemd 
']3:niy/ noun a learning method based on 
self-instructional materials that are 
designed to allow pupils to progress at their 
own pace, step by step, through structured 
sequences 

programmer /'proogremo/ noun a 
person who designs and writes instructions 
for a computer 

programming engineer 
/‘prougremin ,endsinro/ noun an engi- 


neer in charge of programming a computer 
system 
programming language 
/‘prougremin jlangwid3/ noun software 
that allows somebody to write instructions 
for a computer which it can then translate 
into a workable program 
COMMENT: Programming languages are 
grouped into different levels: the high-level 
languages such as BASIC and PASCAL 
are easy to understand and use, but offer 
Slow execution time since each instruction 
is made up of a number of machine code 
instructions; low-level languages such as 
ASSEMBLER are more complex to read 
and program in but offer faster execution 
time. 
progress /pro'gres/ noun movement of 
work forward o to report on the progress of 
the work 


progress card /'prougres ka:d/ nouna 
card or sheet on which details of a job's 
progress can be kept 

progress chaser /'prougres ,tferso/ 
noun a person whose job is to check that 
work is being carried out on schedule or 
that orders are being fulfilled on time 
progressive proofs  /pro'gresiv 
pru:fs/, progressives, progs plural noun 
a set of colour proofs from process colour 
printing, showing first one colour, then 
with the second added, and so on until the 
whole colour illustration is shown, 
presented in this way so that the publisher 
and printer can check each colour 
progress report /'prougres ri,po:t/ 
noun a document that describes what 
progress has been made 


project /‘prodzekt/ noun 1. a detailed 
study of a subject written up by a student 2. 
a planned course of action o The company 
has several exciting reference projects 
lined up for the new year. 

project analysis /'prodzekt ə 
,naelosrs/ noun examination of all the costs 
or problems of a project before work on it 
is started 

projected sales /pra,dzektid 'serlz/ 
plural noun a forecast of sales o Projected 
sales in Europe next year should be over 
£lm. 

projection /pro'dsekfon/ noun a fore- 
cast of a future amount from a set of data 
project manager /,prod3ekt 
'maenidzo/ noun the person in charge of 
the scheduling, resources and processes of 
a project 


promote 
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promote /pra'mout/ verb 1. to advance 
somebody to a higher position within an 
organisation 2. to encourage something to 
develop or succeed 

promotion /pro'moo/(o)n/ noun 1. the 
act of upgrading somebody to a higher 
position 2. a marketing activity to persuade 
people to buy goods or use a service o The 
library had a special children's book 
promotion during the school holidays. 
promotional /pro'moof(o)n(o)l/ adjec- 
tive used in an advertising campaign o The 
admen are using balloons as promotional 
material. 


promotional book /pro'mouJ(o)n(o)l 
buk/ noun US a cheap, highly illustrated 
book, similar to a coffee table book, but 
sold at a bargain price 

promotional budget /pro 
smauf(a)n(a)l 'bAdzit/ noun the forecast 
cost of promoting a new product 
promotional material /pra 
,mou/(o)nol mo'troriol/ noun items such 
as posters and carrier bags which are used 
to publicise a book 

promotion copies /pro'moof(o)n 
kopiiz/ plural noun free copies of an 
unpublished book given to salespeople and 
the publicity department to use in presel- 
ling the book 


prompt /prompt/ noun a symbol on a 
computer screen to remind the user to do 
something 

proof /pru:f/ noun 1. facts or evidence to 
show that something is true 2. a sample 
printed page made from type, for approval 
before mass printing m verb 1. to make 
proofs of a text o The corrected text has 
gone for proofing. 2. same as proofread 
-proof /pru:f/ suffix added to nouns to 
show that something cannot be damaged o 
The table surface was heatproof so hot 
pans could be put on it. 

proof copy /'pru:if ,knpi/ noun page 
proofs of a book, bound in a paper cover, 
used for publicity purposes 

proof correction marks /,pru:f ko 
'rekf(o)n ,marks/ plural noun marks used 
to indicate changes on proofs such as dele- 
tions, additions or more space 

proof corrections /'pru:f ko 
rekf(o)nz/ plural noun changes made to 
the text, layout or illustrations on proofs 
proofer /'pru:fo/ noun a machine which 
produces proofs, as opposed to finished 


printed pages o output devices such as 
laser proofers and typesetters 
proofing /pru:fr/ noun 1. the produc- 
tion of proofs of a book, which then have to 
be read and corrected 2. same as proof- 
reading 
COMMENT: The stages of proofing are 
galley proofs, page on galley (where the 
pages are indicated, but the proofs are still 
printed on long pieces of paper) and page 
proofs. It is usual to miss out some of these 
Stages, and many books are proofed in 
pages from the start. Proofs from film are in 
the form of ozalids, blues, diazos, etc. 
proofing press /'pru:fry pres/, proof 
press noun a special press used only to 
produce proofs 
proofread /'pru:fri:d/ verb to read a text 
and mark any errors for correction before it 
is printed 
proofreader /'pru:fri:do/ noun a person 
whose job is to proofread texts 
proofreading /‘pru:fri:dm/ noun a 
stage in the production process, where 
readers and the author read the proofs and 
mark corrections 
proof room /'pru:f ru:m/ noun a place 
in a print works where proofs are made 
proportion /pro'po:J(o)n/ noun the size, 
shape and position of something compared 
to other parts of the whole 
proportional spacing /pro,po:J(o)nol 
'speisip/ noun a printing system where 
each letter takes the space proportional to 
the character width, so *m' takes more 
space than ‘i’ 
proposal /pro'pouz(o)l/ noun a sugges- 
tion or plan, often written down and put 
forward as a discussion document 
pro rata /,proo 'ra:to/ adjective, adverb 
a Latin phrase meaning ‘for the rate’: at a 
rate which varies according to the size or 
importance of something 
prose /prooz/ noun text that is not verse, 
as e.g. in a novel 
prospectus /pro'spektos/ noun a docu- 
ment produced by an academic institution 
giving details about it for the information 
of potential students 
protect /pro'tekt/ verb to keep some- 
thing safe and free from damage 
protection /pra'tekfan/ noun the act of 
keeping something free from harm or 
damage 
protective — /pro'tektrv/ ^ adjective 
designed to keep things free from harm or 
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damage o The books were covered in 
protective plastic. 

protective cover /pra,tektiv 'kAvo/ 
noun a cover which protects a machine 
protective tariff /pro,tektrv "'tzerif/ 
noun a tariff which tries to ban imports to 
stop them competing with local products 
pro tem /,prau 'tem/ adjective for the 
time being or temporarily 

protest /'proutest/ noun a statement or 
action to show that you do not approve of 
something o to make a protest against high 
prices 

protest literature l'proutest 
Jit(o)rotfo/ noun literature written and 
published to protest against something, 
usually a political situation 

protocol /proutokpl/ noun 1. a set of 
rules allowing unrelated information 
systems to communicate with each other 2. 
a system of rules about the correct way to 
behave in formal situations 

protocol converter /prootokpl kon 
,V31to/ noun a device used for converting 
protocols from one computer system to 
another, e.g. for converting data from a 
microcomputer to a phototypesetter 
protocol standards  /proutoukpl 
Standedz/ plural noun standards laid 
down to allow data exchange between any 
computer system conforming to the 
standard 

proud /praud/ adjective projecting a little 
into the margin, also used to describe a 
piece of type which stands higher than the 
normal type height 

prove /pru:v/ verb to pull a proof from a 
printing plate 

province /'prpvins/ noun a sphere of 
knowledge or activity 

provincial press /pro'vinfol pres/ 
noun newspapers published for areas of the 
country away from the capital city 

P.S. /,pi: 'es/ noun an additional note at 
the end of a letter. Full form post 
scriptum 

PSE abbreviation paper surface efficiency 
pseudonym /'sju:danim/ noun a name 
used by a writer which is not his or her real 
name 

pseudonymous /sju:'donimos/ adjec- 
live written by an author under a pseu- 
donym 
PSN 


network 


abbreviation packet switched 


PSTN abbreviation Public Switched Tele- 
phone Network 

PTR abbreviation paper tape reader 

pub. abbreviation 1. published 2. 
publisher 3. publishing 
publ. abbreviation 1. 
published 3. publisher 
public /'pablrk/ adjective open for 
anyone to use 

publication /,pablr'kerf(o)n/ noun 1. a 
book, newspaper or magazine which can 
be sold 2. a leaflet which is given out to 
provide information 3. the act of printing 
and distributing a book, newspaper or 
magazine 4. the act of releasing informa- 
tion to the general public in printed form 
publication date /,pabli'kerf(o)n 
,deit/ noun 1. the year when a book was 
published. Also called date of publication 
2. the day when a publisher says that a 
book is published (from that day, book- 
shops may sell the book) 3. the day when a 
newspaper or magazine is published 
publication schedule — /,pabli 
'kerf(o)n ,fedju:l/ noun a list of dates of 
publication of a series of books over a 
period of time 

public domain /,pablik dou'mern/ 
noun information that is unrestricted and 
accessible by the general public a 
program which is in the public domain a 
program which is not copyrighted 

public domain software /,pablik 
dou'mern/ noun software that is available 
for copying, without payment of a royalty 
publicise /'pAblisarz/, publicize verb to 
make something widely known to the 
general public 

publicist /pa'blistti ,erdzonsi/ noun a 
person which organises publicity for a 
particular product or set of products 
publicity /pa'blisiti/ noun advertise- 
ments and information materials which 
make something generally known 
publicity agency /pa'blisiti 
,eidsonsi/, publicity bureau /pa'blisiti 
,bjueroeu/ noun an office which organises 
publicity for companies that do not have 
publicity departments 

publicity budget /pa'blisiti ,badzit/ 
noun money allowed for expenditure on 
publicity 

publicity campaign /pa'blisiti kem 
,pern/ noun a planned course of action to 
advertise a product o They are working on 
a publicity campaign to launch a new 


publication 2. 


publicity copy 
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series of gardening books. Also called 
advertising campaign 

publicity copy /pa'blisiti ,kopi/ noun 
the text of an advertisement before it is 
printed 

publicity department /pa'blisiti di 
,partmont/ noun the section of a company 
which organises the company's publicity 
publicity expenditure /pa'blisiti 1k 


,penditfo/ noun money spent on 
publicity 
publicity handout IpA'blisrti 


,handaut/ noun an information sheet 
which is given to members of the public 
publicity manager J/pa'blisiti 
;mzenid39/ noun a person in charge of a 
publicity department 

publicity matter /pa'blisiti ,mætə/ 
noun advertisements or printed publicity 
material 

publicity slogan /pa'blisiti ,slougon/ 
noun a group of words which can be easily 
remembered, and which is used in 
publicity for a product o We are using the 
slogan 'Smiths can sell it' on all our 
publicity. 

Public Lending Right /,pablik 
‘lendin ,rait/ noun the right of authors to 
receive a small fee every time their books 
are borrowed from public libraries in the 
United Kingdom. Abbr PLR 

public library /,pablik ‘larbrari/ nouna 
library that serves the general public in a 
city, town or village 

public library system /,pablik 
'Jaibreri ,sistom/ noun a system of public 
libraries covering the whole country 
Public Limited Company /,pablik 
Àumitid 'kamp(o)ni/ noun a company 
whose shares can be bought on the Stock 
Exchange. Abbr plc 

public prints /pablrk 'prints/ plural 
noun newspapers 

public relations /,pablik ri'lerf(o)nz/ 
noun the work of keeping good relations 
between a company or a group and the 
public so that people know what the 
company is doing and can approve of it o 
He works in public relations. o A public 
relations firm handles all our publicity. 
Abbr PR 

Public Switched Telephone 
Network /pablik ,switft "'telifoon 
,netw3:k/ noun a form of automatic tele- 
phone exchange interconnecting world- 
wide. Abbr PSTN 


publish /'pAblrf/ verb to arrange to have 
a book or article printed and usually 
distributed for sale 


publishable /'pablifab(a)l/ adjective 
suitable to be published o The libel lawyers 
has advised that the book is not publish- 
able in its present form. 


published price /,pablift 'prars/ noun 
the price at which a book is officially set, 
usually the price that is marked in the 
publisher's catalogue, printed on the book 
or listed in the national list of books in 
print 

publisher /pAblrfo/ noun a person or 
company that publishes books, magazines 
and newspapers 


publisher's agreement /'pablrfoz o 
griimont/ noun a contract between a 
publisher and the copyright holder, author, 
agent or another publisher, which lays 
down the terms under which the publisher 
will publish the book for the copyright 
holder 


Publishers Association /'‘pablifaz ə 
,SeusierJ(o)n/ noun an organisation which 
represents the interests of publishers in 
Great Britain. Abbr PA 

publisher's binding /'pablrfoz 
,baindin/ noun a binding style where the 
book is cased, with a plain cloth binding 


publisher's cloth /'paAblrfoz klp0/ 
noun cloth used to cover books in 
publisher's binding 


publisher's corrections /'pablrfoz 
ko,rekf(o)nz/ plural noun corrections 
made by the publisher, either copying the 
author's corrections or making further 
editorial corrections 


publisher's list /‘pablifoz  lst/, 
publishers catalogue noun a list of 
books which a publisher has for sale, both 
new titles and backlist 


publisher's list price /'pAblrfoz list 
,prais/ noun the price of a book as stated in 
a publisher's catalogue 


publisher's reader /'pAblrfoz ,ri:do/ 
noun a person who reads manuscripts for a 
publisher and suggests ones that might be 
worth publishing 


publisher's representative 
l'pAblrfez ,reprizentotiv/ noun a sales- 
person who visits bookshops on behalf of a 
publisher and persuades the bookshop 
buyer that a book should be ordered 
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‘Publishers Weekly’  /pablrfoz 
‘witkli/ noun an American weekly maga- 
zine, dealing with publishing matters 
publishing /‘pabliftn/ noun the trade, 
profession or activity of preparing and 
producing material in printed or electronic 
form for distribution to the public 
publishing company /'pablıfıy 
ikamp(a)ni/, publishing house 
/‘pablifiy haus/ noun a company that 
publishes books or magazines 
publishing contract — /‘pablifin 
,kontrakt/ noun an agreement between a 
publisher and an author by which the 
author grants the publisher the right to 
publish the work against payment of a fee, 
usually in the form of a royalty 
publishing date /'pablrfi dert/ noun 
the date on which a book will be published 
‘Publishing News’ /,pablifin 'nju:z/ 
noun a British weekly magazine dealing 
with publishing matters 

publishing programme /'pablrfr 
,preugraem/ noun a full list of the titles to 
be published by a publishing company or a 
department within a company 
publishing software — /pablrfr 
,SDftweo/ noun a list of the dates on which 
a publishing company's new books will be 
published 

pull /pul/ noun a proof from letterpress m 
verb 1. to make a proof 2. to decide not to 
publish a story in the newspaper, after it 
has been written or typeset 

pull-away /,pul o'wer noun part of a 
signature consisting of blank pages which 
is removed from a book when binding 
pull-down menu /'pul daun ,menju:/ 
noun a list of options in a computer 
program which can be displayed on screen 
over work that is already being done 
pull-out /'pulaut/ noun 1. inserted pages 
in a magazine which can be easily removed 
and retained for reference 2. a folded insert 
in a book or magazine which when opened 
out makes a large sheet, used e.g. for maps 
pull-quote /'pul kwout/ noun a quote 
taken from a block of text which is ‘pulled 
out’ and printed in larger type on the same 
page, as an eye-catching device 

pulp /palp/ noun material produced from 
recycled paper, rags or ground wood, 
mixed with water, used for making paper m 
verb 1. to take torn rags or ground wood 
and mix this with water and chemicals to 
produce smooth pulp for making paper 2. 


to take printed paper or waste paper and 
produce pulp from it for making paper 
again o The unsold copies in the ware- 
house were sent away to be pulped. 
pulp board /'palp bo:d/, pulp card 
/‘palp ka:d/ noun thin board made from 
paper pulp, used for the cover boards of a 
book 
pulp fiction /,pAlp 'frk[on/ noun cheap 
fiction which is considered by critics to 
have no literary value 
pulping /‘palpin/ noun the act of sending 
unsold or erroneous printed copies to be 
pulped 
pulpwood /'pAlpwod/ noun softwood 
used for making paper 
punch /pantf/ verb 1. to hit something 
hard 2. to make holes in something so that 
it can be inserted into a ring file m noun a 
device for making the matrix from which 
type is cast. The punch is a steel stamp with 
the letter cut into it in relief; this is then 
pressed into a metal alloy, which becomes 
the matrix. 
punch cutting /'pAnt f ,katrp/ noun the 
process of making a punch by cutting the 
design on it 
punctuate /'pApktfueit/ verb to add 
punctuation marks to a text 
punctuation /,panktfu'erf(a)n/ noun a 
system of symbols which enable a reader 
to make sense of written texts, e.g. full 
stops, commas, question marks 
punctuation mark /,pApkt fu'erf(o)n 
ma:k/ noun a printed or written symbol 
which cannot be spoken but which divides 
up the text and helps to make its meaning 
clearer 
COMMENT: The main punctuation marks are 
the question mark and exclamation mark; 
inverted commas (which show the type of 
text being written); the comma, full stop, 
colon and semicolon (which show how the 
words are broken up into sequences); the 
apostrophe (which shows that a letter or 
word is missing); the dash and hyphen and 
brackets (which separate or link words). 
purchase ledger /pa:tfrs |. ledzo/ 
noun a book in which expenditure is noted. 
Also called bought ledger 
purchase order /'pa:tfrs ,o:da/ noun 
an official paper which places an order for 
something 
pure paper /,pjoo 'perpo/ noun paper 
made from woodfree or chemical pulp 
put to bed /,put to 'bed/ verbto make a 
publication ready for printing 
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PVA abbreviation polyvinyl acetate COMMENT: Printing on PVC is not e. simple 

P : as printing on paper, since PVC is not 
PVC noun a plastic material often used for absorbent. Designs have to be bold, with 
covers of reference books because It can few details, and thin lines cannot be printed 
stand a great deal of handling. Full form easily. Printing on PVC is usually done by 


polyvinyl chloride screen printing. 


QA abbreviation query author 
quad /kwod/ noun 1. a sheet of paper four 
times as large as a basic sheet 2. same as 
quadrat m verb to insert spaces to fill out a 
line, especially to complete a short line 
which is left justified, such as a heading 
COMMENT: Metric quad paper sizes are (in 
millimetres): quad crown (768 x 1008), 
quad large crown (816 x 1056), quad demy 
(888 x 1128), quad royal (960 x 1272). 
quadding /'kwodin/ noun the insertion 
of spaces into text to fill out a line 
quad left /‘kwod left/ adjective with set 
lines flush to the left margin 
quadrant balance — /'kwpdront 
ibzelons/, quadrant scale noun a device 
used to measure grammage of paper 
COMMENT: A sample of paper 100 x 100mm 
is taken and placed on the scale; the 
grammage values are printed on a 
semicircular scale, the pointer runs across 
the scale when the piece of paper is spiked 
on a pin. The readings on the scale give the 
gsm (i.e. the weight of the piece of paper 
multiplied by one hundred). 
quadrat /kwnpdrot/ noun a piece of 
metal type which has no character on it, 
used to give a space between characters 
quad right /‘kwod rairt/ adjective with 
set lines flush to the right margin 
quadrille /kwo'dril/ noun paper ruled in 
small squares, like graph paper 
quad royal /‘kwod ,rorol/ noun a sheet 
of paper measuring 50 x 40 inches 
quaint characters l'kwernt 
,kaeriktoz/ plural noun old-fashioned liga- 
tures that are no longer used 
quality /‘kwoliti/ noun a measure of how 
good or bad something is n the quality 
dailies, weeklies, Sundays, the quality 
press newspapers and magazines aiming at 
a high level of readership 
quality control /kwoliti kon,troul/ 
noun the work of a department in a 


company which checks that its products 
are of a satisfactory standard 


**We identified that, by standardising on 
a system across all sites, we could reduce 
the amount of time and people needed to 
complete updates. The end result was 
improved content on the sites for our 
customers", [a spokesperson] said. The 
TV company hopes the new level of 
quality control will also encourage more 
visitors to its online stores.' [Computing] 


quality controller /kwoliti kən 
,reulo/ noun a person who checks the 
quality of a product 

quality dailies /,kwoliti 'derliz/ plural 
noun daily papers aimed at the top end of 
the market 

quantity /'kwontiti/ noun the amount or 
number of items 

quantity discount = /kwontiti 
‘diskaunt/ noun a discount given to 
people who buy large quantities 
QuarkXPress /,kwa:k ik'spres/ a trade 
name for a piece of page composition soft- 
ware with typographic functions o With the 
addition of extensions QuarkXPress can be 
built up into a customised production 
System. 

quarter /'kwo:to/ noun a fourth part of a 
whole 

quarter binding /'kwo:to ,baindry/ 
noun a binding on a cased book, where the 
spine is covered with one material such as 
leather or cloth, and the rest of the cover is 
covered with another material such as 
paper 

quarter bound book /'kwo:to baund 
,buk/ noun a book that is bound in one 
material, usually leather, on the spine and 
in another on the covers 

quarter leather /,kwo:to 'leóo/ noun 
binding where the spine is covered with 


quarter leather binding 
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leather and the rest of the cover with 
another material 

quarter leather binding /kwo:to 
'Jeóo ,barndry/ noun a binding where the 
spine is covered with leather and the rest of 
the cover with paper 

quarterly /'kwo:toli/ noun anything that 
is issued or paid every three months m 
adjective, adverb happening every three 
months or happening four times a year o 
There is a quarterly charge for consul- 
tancy. o We agreed to pay the royalty quar- 
terly. 


quarter page folder /'kwo:to perds 
;fouldo/ noun a device which folds a sheet 
of folded paper twice 


quarto /'kwo:tou/ noun a size of book 
made by folding a standard sheet of paper 
twice, to make four leaves or an eight-page 
signature. Abbr 4o 


query /‘kwiori/ noun 1. a question, espe- 
cially a note asking the author or editor to 
check the text 2. a question mark m verb to 
ask a question about something or to 
suggest that something may be wrong o 
The sub-editor has queried the date given 
in the index. 


query author /'kwrori ,5:05/ noun a 
note asking the author to check the text. 
Abbr QA 


question mark /kwestf(o)n ma:k/ 
noun a punctuation mark (?) used to show 
that a question is being asked. Also called 
interrogation mark 

questionnaire /,kwest[o'neo/ noun a 
written list of questions given to people to 
answer to provide the information for a 
survey 

quick-setting ink /‘kwik ,setr ,rk/ 
noun ink which is specially made to set 
rapidly 

QuickTime /‘kwiktaim/ a trade name 
for the graphics routines built into the 
Macintosh’s operating system which allow 
windows, boxes and graphic objects to be 
displayed 

‘Quill and Quire’ /,kwil on 'kwaro/ 
noun a Canadian magazine dealing with 
publishing matters 


quire /'kwaro/ noun 1. 24 or 25 sheets of 
paper 2. a section of gathered pages 


COMMENT: For ordinary writing paper and 
handmade paper, a ream is 480 sheets, or 
20 quires of 24 sheets each. For office 
paper or printing paper a ream is 500 
sheets, or 20 quires of 25 sheets. 


quirewise /'kwarowaiz/ adverb relating 
to folded sheets which are automatically 
folded and placed inside each other 
quirewise imposition /'kwarowarz 
ampezif(o)n/ noun an imposition in 
which sections are imposed to inset one 
inside the other 

quoin /korn/ noun a metal wedge which 
fits into the space between the type and the 
edge of a chase, and is tightened to fix the 
metal type in place m verb to lock up type 


quoin key /'korn ki:/ noun a key used to 
tighten or loosen a quoin 


quota /'kwooto/ noun a fixed amount of 
something which is allowed o to arrange 
distribution through a quota system to 
arrange distribution by allowing each 
distributor only a particular number of 
items 


quota system /'kwooto ,sistom/ noun 
a system where imports or supplies are 
regulated by fixing maximum amounts 


quotation /kwou'terf(o)n/ noun the 
exact words said or written by somebody 
and used by another person 


COMMENT: When setting quotations, it is 
essential to show clearly where the 
quotation begins and ends, so as to 
distinguish it from the text proper. Normally, 
a quotation consisting of a few words will be 
put in double quotes; a longer quotation (a 
paragraph or more) should be either 
indented or set in a smaller size, or both. A 
quotation from a poem can be set smaller, 
or even can be set in italic, provided it is not 
too long. 
quotation dictionary /kwoo'terf(o)n 
,dikf(o)neri/ noun a collection of famous 
sayings and writings arranged alphabeti- 
cally according to the authors 
quotation marks  /kwoo'terf(o)n 
ma:ks/ plural noun punctuation marks, 
either single quotes (‘ °) or double quotes 
(* ”), which mark the beginning and end of 
a written quotation 
quotations  /kwoo'terf(o)nz/ plural 
noun long hollow metal strips used to fill in 
blanks in the typeset text 
quote /kwoot/ verb to repeat the exact 
words written or said by somebody else 
quoted matter /,kwootrd 'mzto/ noun 
a printed text which is quoted from another 
text, usually indicated by quotation marks 
quoted out of context /,kwoutid aut 
ov 'kontekst/ adjective without the 
surrounding text, so giving a misleading 
meaning 
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quotes /kwouts/ plural noun quotation qwerty keyboard /'kws:ti ,ki:bo:d/ 
marks noun the layout of keys on a computer 
Q.V. abbreviation used to indicate a cross- keyboard, the first six letters on the top row 
reference (NOTE: From the Latin phrase from the left being QWERTY which gives 
quod vide, meaning ‘which see’.) it its name. » azerty keyboard 


rack /rek/ noun a frame for holding 
things, often used for display purposes 


rack jobber /'ræk ,d3vbo/ noun a 
wholesaler who sells goods by putting 
them on racks in retail shops 


rack jobbing ræk ,d3pbrn/ noun the 
selling of books from racks in supermar- 
kets and newsagents 

radiation drying = /,retdi'erf(o)n 
,draumg/ noun the process of drying ink by 
ultraviolet and infrared radiation 
radiation drying unit /,reidi'erf(o)n 
,draim ,ju:nit/ noun a drying unit fitted to 
a printing press to dry ink or varnish using 
ultraviolet or infrared radiation 


radio /'reidiou/ noun 1. equipment used 
to broadcast speech, sounds and data over 
long distances 2. the method of broad- 
casting to the public using this equipment 
o Radio is a powerful medium for informa- 
tion. 


radio and TV rights /,retdisu on ti: 
' vi: ,raits/ plural noun rights for the adap- 
tation of a text for broadcasting on radio 
and TV 


rag content /'ræg ,kontent/ noun the 
amount of rag in some types of paper 


ragged /'rzgid/ adjective not straight or 
with an uneven edge 
COMMENT: Ragged right setting is quite 
often used, and in narrow measures makes 
the setting more even, with no wide gaps 
between characters or words. It is often 
used in newspapers and magazines which 
are set in narrow columns. Ragged left 
setting is not common. 
ragged left /rzgid left/ adjective 
relating to printed text with a flush right- 
hand margin and uneven left-hand margin 
ragged right /‘regid rart/ adjective 
relating to printed text with a flush left- 
hand margin and uneven right-hand margin 


ragged text /'rzgid tekst/ noun unjus- 
tified text or text with a ragged right 
margin 
rag paper /'ræg ,perpo/ noun good- 
quality paper made from cotton or linen 
rags 
COMMENT: Rag paper is less widely made 
now because it is expensive, and cotton 
and linen rags are not easy to find; man- 
made fibres, which are often used in 
clothing, are not suitable for papermaking. 
rag pulp /'ræg palp/ noun pulp from torn 
rags, which is boiled before being used to 
make paper 
raise /reiz/ verb 1. to make something 
higher 2. to increase something o We are 
raising all prices by 1096 in our new cata- 
logue. 3. a to raise an invoice to write or 
print out an invoice 
raised bands /'reizd bzndz/ plural 
noun raised strips on the spine of a leather- 
bound book covering the cords 
raised initial /,rerzd r'nrf(9)l/ noun an 
initial letter set in a larger size than the rest 
of the text, the letter being on the base line 
and rising above the ascender line 
raised printing /,re1zd 'printr/ noun a 
printing process which uses heat to 
produce raised characters in which very 
thick ink is dusted with powder, then 
heated to weld it to the paper 
RAM /rzm/ abbreviation random access 
memory (NOTE: There is no plural for RAM, 
and it often has no article: 512K of RAM; 
The file is stored in RAM.) 
RAM chip /ram t 1p/ noun a chip that 
stores information allowing random access 
RAM disk /'ram disk/ noun a section of 
RAM that is made to look and behave like 
a high-speed disk drive 
random /'rændəm/ adjective done 
without any definite plan m noun the 
sloping top part of a composing frame 
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random-access /raendom 'ækses/ 
adjective relating to the ability of a 
computer to obtain information from any 
memory location without having to begin 
its search at the memory's starting point 
and work through it in sequence 
random access memory /,rendom 
'ekses ,mem(o)ri/ noun the primary 
working memory in a computer, used for 
the temporary storage of programs and 
data and in which the data can be accessed 
directly and modified. Abbr RAM 
random access storage /,rendom 
'ekses ,storrid3/ noun memory that 
allows access to any location in any order 
random check /,rendom 'tfek/ noun a 
check on items taken from anywhere 
within a group without any special choice 
being made 
random sample /,rzndom 'sa:mpol/ 
noun a sample for testing taken without 
any choice being made 
random sampling /,.raendom 
‘sarmplin/ noun a system of compiling 
unbiased samples in a survey population 
range /reind3/ verb to give an even edge 
to lines of type 
ranged numerals / remdsd 
‘nju:m(9)ralz/, ranging numerals plural 
noun Arabic figures which are all of even 
height 
range left /'reind; left/ verb to align 
text with a straight left-hand edge (NOTE: 
The US term is flush left.) 
range right /,reinds 'rart/ verb to align 
text with a straight right-hand edge (NOTE: 
The US term is flush right.) 
rare /re»/ adjective not common o Experi- 
enced salespeople are rare these days. o It 
is rare to find a small business with good 
cash flow. 
rare books /,rea 'buks/ plural nounrela- 
tively modern books which are not in print 
and are not easy to find 
RA sizes plural noun sizes of stock 
sheets of printing paper which are slightly 
larger than the comparable A sizes 
COMMENT: There are three RA sizes: RAO 
(860 x 1220mm), RA1 (610 x 860mm) and 
RA2 (430 x 610mm); see also SRA sizes, 
which are larger still. 
raster graphics /resto grefiks/ 
plural noun graphics where the image is 
built up in lines running across the screen 
or page 
raster image processor /,resto 
'imids5 ,prooseso/ noun full form of RIP 2 


raster scanning /resto ,skzntn/ 
noun a system of scanning the whole of a 
screen with a picture beam which moves 
down the screen one line or one pixel at a 
time 

rate /reit/ noun 1. money charged for time 
worked or work completed o the going 
rate the usual or the current rate of 
payment 2. an amount, number or speed 
compared with something else 

rate card /'rert ka:d/ noun a list of 
charges for advertisements in a newspaper 
or magazine, or for commercials on TV or 
radio 

rate of exchange /rei ov tks 
'tfeind3/ noun same as exchange rate 
rate of production /reit ov pro 
'dAk fon/ noun same as production rate 
rate of sales / rert ov 'serlz/ noun the 
speed at which units are sold 

rattle /'raet(o)l/ noun the noise made by 
paper when it is handled, giving an indica- 
tion of its stiffness 

raw /ro:/ adjective in the original state or 
not processed 

raw materials /,ro: mo'troriolz/ plural 
noun substances which have not been 
manufactured such as wool, wood or sand 
raw stock /'ro: stpok/ noun paper which 
is to be coated 

RC paper /,a: 'si: ,perpo/ abbreviation 
resin-coated paper 

read /ri:d/ verb to look at and understand 
what is written down 

readability /,ri:do'biliti/ noun the 
quality of being easy or pleasant to read o 
the readability of a novel o the readability 
of a typeface 

readable /'ri:dob(o)/ adjective able to 
be read, also implies well written and inter- 
esting 

reader /'ri:do/ noun a person that reads 
written or printed texts 

reader-printer /ri:do ,printo/ noun a 
device that reads a microfilm and then puts 
out a copy 

readership /'ri:dof1p/ noun the number 
of people who read a publication 
reader's marks /'ri:doz ma:ks/ plural 
noun proof correction marks used to indi- 
cate changes to the text 

reader's proof /'rixdoz pru:f/ noun a 
proof sent to a proofreader and marked 
with their corrections 

reading /'ri:din/ noun 1. the act of 
reading proofs or a manuscript and making 


reading age 
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comments 2. the act of reading books or 
newspapers o the reading public the 
members of the public who actually read 
books 3. the act of reading printed text 
reading age /'ri:diy e1d3/ noun a 
child's competence in reading, measured 
against the average competence of children 
of the same age 

reading copy /'ri:dm ,kppi/ noun a 
copy of a finished book or proof copy of 
the pages of a book, sent to librarians or 
other publishers who might be interested in 
buying it 

reading fee /ri:dmp fi:/ noun money 
paid to somebody for reading a manuscript 
and commenting on it 

reading group /'ri:dıy gru:p/ noun a 
group of people who meet regularly in a 
social situation to discuss a book, usually a 
book that the group have all read especially 
for that occasion 

reading list /‘ri:din l1st/ noun a list of 
recommended books on a specific subject 


read only memory /ri:d ,ounli 
'mem(ojri/ noun full form of ROM 
readvertise /ri:'edvotaiz/ verb to 


advertise something again 
readvertisement  /;ri:od'va:tirsmont/ 
noun a second advertisement for a vacant 
post 
ready /'redi/ adjective prepared and able 
to be used or to do something 
Really Simple Syndication /,rioli 
,simp(o)l ,sindr'kerf(o)n/ noun full form 
of RSS 
real time credit card processing 
/.riol tarm 'kredit ka:d ,prousesin/ noun 
online checking of a credit card that either 
approves or rejects it for use during a trans- 
action 
real time transaction /,r1al tarm tren 
'zeekfon/ noun an Internet payment trans- 
action that is either approved or rejected 
immediately when the customer completes 
the online order form 
ream /ri:m/ noun 500 sheets of paper in a 
pack 
COMMENT: For ordinary writing paper and 
handmade paper, a ream is 480 sheets, or 
20 quires of 24 sheets each. For office 
paper or printing paper a ream is 500 
sheets, or 20 quires of 25 sheets. 
ream-wrapped /'ri:m rept/ adjective 
relating to sheets wrapped in parcels of 500 
reback /ri:'bek/ verb to take the leather 
back off the spine of an old book and 
replace it 


rebind /ri:'batnd/ verb 1. to remove an 
old binding from a book and replace it with 
another one o The stock of paperback 
copies have been rebound in PVC. 2. to 
bind up sheets left over from a previous 
print and bind order m noun 1. the action of 
binding sheets of a book which were not 
bound when the book was first printed 2. a 
book which has had its old binding 
removed and a new one added o The book 
is out of stock at the moment, but the rebind 
should come in next week. 
COMMENT: Rebinding means that the old 
covers have to be stripped off, new covers 
attached and the pages trimmed again. At 
least one or two millimetres will be lost at 
each of the three trimmed edges. 
recast /ri:'ka:st/ verb to write a text 
again o The author was asked to recast the 
first chapter in the light of the reader’s 
comments. 
receipt /ri'si:t/ noun 1. paper showing 
that money has been paid or that something 
has been received 2. the act of receiving 
something n to acknowledge receipt of a 
letter to write to say that you have received 
a letter o We acknowledge receipt of your 
letter of the 15th. o The publisher never 
even acknowledged receipt of my manu- 
script. 
receipt book /ri'si:t buk/ noun a book 
of blank receipts to be filled in when 
purchases are made 
recondite /ri'kondait/ adjective dealing 
with material that is too difficult to be 
understood by those without special 
knowledge 
record /'reko:d/ noun a written account 
either on paper or in electronic format m 
verb [ri'ko:d/ to write something down or 
preserve something on film or tape so that 
it can be used for later reference 
record-breaking /reko:d ,brerkıņ/ 
adjective better than anything that has 
happened before o We are proud of our 
record-breaking profits in 1996. 
recorded delivery /ri,ko:did di 
']rv(o)ri/ noun a mail service where a letter 
or package is signed for by the person 
receiving it 
recording rights /r'ko:dm raits/ 
plural noun rights to make a record of a 
piece of music, poetry or other work 
records /reko:dz/ plural noun docu- 
ments which give information o The names 
and addresses of authors are kept in the 
company's records. o We find from our 
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records that our invoice number 1234 has 

not been paid. 

recover /ri'kavo/ verb 1. to replace a 

cover on a document or book which has 

been damaged 2. to get back something 

that has been lost 
*With a few mouse clicks, even non- 
technical end users can selectively 
restore a deleted file, recover a previous 
version of a file, or completely restore the 
hard drive to a pre-crash working state.’ 
[M2 Presswire] 


rectification /,rektifr'kerf(o)n/ noun a 
correction 

rectify /rektifay verb to correct a 
mistake 

recto /rektou/ adjective relating to the 
right-hand page of a book m noun the right- 
hand page of a book, usually given an odd 
number 

recycle /ri:'sark(o)l/ verb to take waste 
material and process it so that it can be 
used again 

recycled paper /ri:,satk(a)ld 'perpo/ 
noun paper made from waste paper. 
Compare virgin paper 

redraft /ri:'dra:ft/ verb to draft some- 
thing again o The whole contract had to be 
redrafted to take in the chairman’s amend- 
ments. 

redraw /ri:'dro:/ verb to draw something 
again o Can the computer redraw the 
graphics showing the product from the top 
view? o The artwork will have to be 
redrawn. 


red-top /'red top/ noun same as tabloid 


reduce /ri'dju:s/ verb to make some- 
thing smaller in amount 

reducer /ri'djuiso/ noun an additive 
which reduces the tacking of ink or varnish 
reduction /ri'dAkfon/ noun the act of 
reducing something such as size or cost o 
They were able to make a 7596 reduction of 
the document on the photocopier so fewer 
copies were needed and the cost was less. 
reduction print /ri'dAk fon print/ noun 
a print of a photograph which is smaller 
than the original 

redundant /ri'dandont/ adjective 1. no 
longer needed because it has been replaced 
by a more up-to-date version a to make 
someone redundant to dismiss an 
employee who is not needed any more 2. 
able to be removed from data without 
losing any information 


redundant matter /ri,dAndont 'mætə/ 
noun text which is not needed or which is 
too long 


reel /ri:l/ noun a circular holder around 
which tape can be wound 

reel bogie /ri:l ,bougi:/, reel truck 
noun à truck which moves reels of paper 
from the paper store to the printing press 


reel-fed press /,ri:l fed 'pres/ noun a 
printing press which takes paper from reels 


reel-stand /'ri:l staend/ noun a stand for 
holding a reel of paper at the feed end of a 
web press 


reel-up /'ri:l ap/ noun a spool which reels 
paper in a papermaking machine 

reel width /'ri:1 wrd0/ noun the width of 
the paper on a reel 


referee /refo'rii noun a person who 
provides information about whether some- 
body known to them is suitable for a partic- 
ular job 


reference /'ref(o)rons/ noun 1. a letter 
written by a person to support somebody's 
application for a job 2. coded information 
which tells you where to find a document 
or stored item o our reference: PC/MS 
1234 o Please quote this reference in all 
correspondence. a the reference section 
of a bookshop, library part of a bookshop 
or library where reference books are kept 
(the books in the reference section of a 
public library cannot be borrowed) 3. an 
acknowledgement of somebody else's 
work quoted in a written document 4. a 
source of information, e.g. a dictionary or 
an encyclopedia o a reference book 5. a 
note directing a reader's attention to 
another source of information 


reference book /'ref(o)rons buk/ noun 
an information book such as a dictionary, 
encyclopedia or directory in which you can 
look things up 

reference library l'ref(o)rons 
Jaibrori/ noun a library where the books 
and documents can only be used within the 
building and cannot be borrowed 


reference mark /'ref(o)roans ma:k/ 
noun a typographical symbol used to draw 
the attention of a reader to a note or biblio- 
graphical entry, e.g. an asterisk or number 


reference number  /'ref(o)rons 
,DAmbo/ noun a number or letter that iden- 
tifies a document and makes it easier to 
find when it has been filed 


reference publisher 


222 





reference publisher  /'ref(o)rons 
,pAblrfo/ noun a company that publishes 
reference books 

reference publishing /ref(o)rons 
,pAblifip/ noun the publishing of refer- 
ence books 

refer to /ri'f3: tu:/ verb 1. to mention, 
deal with or write about something o She 
referred to an article which she had seen in 
the Times. 2. to pass a question on to some- 
body else to decide 

refiner /ri'famno/ noun a machine which 
takes woodpulp and passes it through 
rapidly turning rollers to give it particular 
texture 

reflection copy /ri'flek [on ,kopi/ noun 
a photograph or piece of artwork which is 
photographed using reflected light 
reformat /ri:'fo:mzt/ verb to format a 
computer floppy disk and so erase any data 
on it 

refresh /ri'fref/ verb to update an elec- 
tronic device, especially a visual display 
unit or active memory chip, with data 
refresh rate /ri'fref reit/ noun the 
number of times every second that the 
image on a CRT screen is redrawn 
refusal /rr'fju:z(9)l/ noun a deliberate 
statement that you will not do, say or allow 
something a right of first refusal on a text 
the right of a publisher to see and offer to 
publish the next text by an author 

refuse /ri'fju:z/ verb to say that you will 
not do something or will not accept some- 
thing o The publisher refused to pay until 
the printer had replaced the defective 
copies. 

region fill /ri:da(o)n fi/ noun the 
process of filling an area of the screen or a 
graphics shape with a particular colour 
register /'red3isto/ noun 1. an official 
list of things such as names or events 2. a 
ribbon attached to the binding of a book to 
act as a bookmark m verb to make a record 
of something on an official list 
registered letter /redzistod "leto/ 
noun a letter which is noted by the post 
office before it is sent, so that compensa- 
tion can be claimed if it is lost 

register marks /redzaisto ma:ks/ 
plural noun marks, usually crossed lines at 
the corners of a film or overlay or artwork, 
used to help in lining up the images 
register of companies /,red3ista ov 
'kamp(o)niz/ noun same as companies' 
register 


register pins /redzisto pinz/ plural 
noun pins which go through holes made by 
a register punch in artwork to help line up 
the images correctly 

register punch /'redaisto pantf/ noun 
a punch which makes holes for register 
pins 

register sheet /‘red3isto fi:t/ noun a 
proof which is pulled to see if the register 
is correct 


reglet /'reglot/ nouna thin piece of wood 
used to make spaces between lines of type 
regular edition /regjolo r,drf(o)n/ 
noun an ordinary edition, as opposed to a 
particular type such as a de luxe or book 
club edition 


regular size /regjulo satz/ adjective 
ordinary size, smaller than economy size 
or family size 

rehyphenation /ri:,haifo'nerf(o)n/ 
noun the act of changing the hyphenation 
of words in a text after it has been put into 
a new page format or line width 


reimpose /,ri:1m'pauz/ verb to impose 
pages again 
COMMENT: A cased book may need to be 
reimposed when being made into a perfect 
bound paperback, since the paperback 
needs wider gutters to allow for trim. 
reimposition /ri:xmpo'zrf(o)n/ noun 
the act of changing the imposition of 
pages, because of different paper size, a 
different folding machine or the addition of 
extra pages 
reimpression /,ri:m'pres(o)n/ abbre- 
viation reprint 
reinforced binding  ./ri:nfo:st 
‘baindin/ noun a binding which is 
strengthened at the joints for heavy wear as 
ina library, or for a particularly heavy book 


reinstate /ri:n'steit/ verb to give 
somebody back a job that has previously 
been taken away 


reissue /ri:'1fu:/ noun a book or docu- 
ment that is made available again after a 
period of time. Abbr RI m verb to produce 
or publish again something that has not 
been available for a long time 

reject noun /'ri:d3ekt/ a product that is 
not up to standard, so is sold cheaply or not 
at all m verb /ri'dzekt/ to refuse to accept 
something 

rejection /ri'd5ek fon/ noun 1. refusal to 
accept something 2. a book that is rejected 
because of an imperfection or defect 
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rejection error /ri'dsek fon ,ero/ noun 
an error by a scanner which is unable to 
read a character and leaves a blank 
rejection slip /ri'd3ekfon slıp/ noun a 
note from a publisher to an author telling 
them that their manuscript has not been 
accepted for publication 

rekey /ri:'ki:/ verb to re-enter lost text or 
data into a computer, or input text or data 
in a different form, using a keyboard 
relational — /ri'lerf(o)nol adjective 
relating to a way of organising and 
presenting information in a database so 
that the user perceives it as a set of tables 
relative clause /'relotiv klo:z/ noun a 
clause that refers to and provides addi- 
tional information about a preceding noun 
or pronoun, often beginning with a relative 
pronoun such as ‘who’, ‘which’ or ‘that’ 
relative humidity  /relotiv hju: 
'miditi/ noun the mass of moisture in a 
given volume of air expressed as a 
percentage of the moisture required to 
saturate the same volume of air at a partic- 
ular temperature 

release /ri'li:s/ verb to make something 
available o to release dues to send off 
orders which had been piling up while a 
product was out of stock m noun the act of 
setting something free or making some- 
thing available 

release paper /ri'liis ,perpo/ noun 
special paper used as backing for sticky 
labels, which can be easily peeled off when 
the label is to be used 

relief block /ri'li:f blok/ noun a printing 
block where the characters or image are 
higher than the surface, and carry the ink 
relief map /ri'lixf mæp/ noun a map 
which shows how high or low land is by 
using different colours to indicate height 
relief printing /ri,li:f 'printig/ noun a 
printing process in which the ink is held on 
a raised image such as the metal character 
in letterpress printing or on a woodcut 
block 

religious press /ro'lid3os pres/ noun a 
publishing company which specialises in 
religious books 

religious publishing  /ro'lidzos 
,pAblif1ig/ noun the publishing of books 
about a particular religion, or books that 
are used in religious services 

remainder /ri'meindo/ noun 1. some- 
thing left when demand has fallen 2. a 
book sold cheaply to clear stock m verb to 


deal with a book as a remainder n remain- 
dered publication book that will not be 
reprinted because demand has almost 
ceased and so the stock is sold cheaply n to 
remainder books to sell new books off 
cheaply o The shop was full of piles of 
remaindered books. 

remainder binding /rií'meindo 
,baindin/ noun a cheap binding for surplus 
folded sheets which are sold off through 
the remainder trade 

remainder house /ri'meindo. haos/, 
remainder merchant /ri'memndo 
,ma3:t font/ noun a book dealer who buys 
unsold new books from publishers at a very 
low price for resale 

remainders /ri'meindoz/ plural noun 
quite new books which are sold off cheaply 
because they have not been successful 
remake /ri:'metk/ verb to change the 
layout of a page or pages 

remote access /ri,mout 'aekses/ noun 
a link that allows a user to access a 
computer from a distance, normally using 
a modem or broadband 

remote service /ri,mout 's3rvis/ noun 
a service such as technical support 
provided from another location via the 
Internet or phone 

remove /ri'mu:v/ verb to take something 
away o We can remove his name from the 
mailing list. o The author has removed the 
name of his secretary from the acknowl- 
edgements. wm noun a quotation which is 
printed in smaller type than the rest of the 
text 

renew /ri'nju:/ verb to extend the period 
of time for which a contract or a loan is 
valid o They were told that they could not 
renew their books because they had been 
reserved by another reader. 

renewal /rí'nju:ol/ noun payment to 
continue a subscription 

renumber /ri:'nambo/ verb to change 
the numbers on items or within a system 
reorder /ri:'o:do/ noun a later order for 
something which has been ordered before 
o The book has only been published ten 
days and we are already getting reorders. 
m verb to place a new order for something 
o We must reorder these paperbacks 
because the stock level is getting low. 
reorder level /ri:'»:do ,lev(9)l/ nounthe 
minimum amount of stock of an item 
which, when reached, indicates that it 
should be reordered 


repack 
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repack /ri:'pzek/ verb to pack something 
again o The books with the wrong covers 
had to be repacked and sent back to the 
binder. 

repaginate /ri:'pzd3ineit/ verb to 
change the numbers on the pages in a docu- 
ment 

repeat /ri'pi:t/ noun a second or later 
printing of an advertisement, or a second or 
later broadcasting of a radio or TV 
programme 

repeat order /r1,pi:t 'o:da/ noun a new 
order for something which has been 
ordered before o The book has been 
published only ten days and we are already 
flooded with repeat orders. 

repetitive letter /ri,petitiv 'leto/ noun 
a standard letter which is reprinted with a 
different name and address each time 

rep finished paper /rep .finift 
,peipe/ noun US paper with a ribbed 
finish. Also called repped paper 
replace /ri'plets/ verb 1. to put some- 
thing back where it was before 2. to put a 
new item in the place of one that is broken, 
worn out or unsuitable o The third para- 
graph should be deleted and replaced by 
the new text as shown. 

replace mode /ri'pleis moud/ noun an 
interactive computer mode in which new 
text entered replaces any previous text 
reply coupon /ri'plar ,ku:ppn/ noun a 
form attached to a coupon ad, which must 
be filled in and returned to the advertiser 
report /ri'po:t/ noun a formal document 
that discusses a particular subject or states 
exactly what happened m verb 1. to make a 
statement describing something o The 
salesmen reported an increased demand 
for the gardening titles. 2. to produce a 
computer printout showing a state of 
affairs o The book has been reported out of 
print. o The publisher reports the book as 
reprinting no date. 3. to go to a place or to 
attend something o fo report for an inter- 
view o Please report to our London office 
for training. 

reposition /,ri:pa'zif(9)n/ verb to put 
something back in a new position o Using 
spray adhesive allows a designer to reposi- 
tion artwork. 

repped paper /'rept ,perpo/ noun same 
as rep finished paper 

represent /,repri'zent/ verb 1. to work 
for a company, showing goods or services 
to possible buyers o He represents a chil- 


dren's publisher in Scotland. o Our French 
distributor represents several other 
competing firms. 2. to act as a symbol for 
something o The hash sign is used to repre- 
sent a number in a series. 
representation = /reprizen'terf(o)n/ 
noun the act of selling goods for a 
company o We offered them exclusive 
representation in Europe. o They have no 
representation in the USA. 
representative /,repri'zentativ/ noun 
a person who acts on behalf of another or 
of a group m adjective acting as an example 
of what all others are like o We displayed a 
representative selection of our product 
range. o The sample chosen was not repre- 
sentative of the print run as a whole. 
reprint noun /'ri:print/ copies of a book 
made from the original, but with a note in 
the publication details of the date of 
reprinting and possibly a new title page and 
cover design. Also called reimpression m 
verb /ri:'print/ to print more copies of a 
book after all the others have been sold 
reprint house /'ri:print haus/ noun a 
publishing company which specialises in 
reprinting out-of-print titles 

reprinting — /ri'printmp/ — adjective 
relating to a note indicating that a book 
cannot be supplied because it is being 
reprinted 

reprint rights /ri:'print raits/. plural 
noun the right of another publisher to 
reprint a book published and possibly still 
in print 

repro /'ri:prou/ noun 1. finished artwork 
or camera-ready copy, ready for filming 
and printing 2. the process of achieving 
this by camerawork or scanning 
reproduce  /ri:pro'dju:s/ 
produce copies of an item 
reproduction /ri:pro'dAkf(o)n/ noun 
the act of making a copy of something 
reproduction fee /ri:pro'dakf(o)n 
fit/ noun a fee paid to the copyright owner 
for permission to reproduce a copyright 
text or picture 

reproduction rights / ri:pro'dAkf(o)n 
raits/ plural noun the right to allow a 
picture or text to be reproduced in a printed 
work 

reprography /ri'progrofi/ noun the 
technique of producing copies 

repro house /'ri:prou haus/ noun a 
company that specialises in producing 
high-quality proofs 


verb to 
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repro paper /ri:proo ,peipo/ noun 
coated paper used to produce final high- 
quality proofs for photographic reproduc- 
tion 

repro proof /‘ri:prau pru:f/ noun a 
proof taken on high-quality paper which 
can be photographed and used for repro- 
duction 

repro pull /'ri:prou pul/ noun a perfect 
proof ready to be reproduced 
republication /ri: pabli'ke1f(9)n/ noun 
the act of publishing something again o We 
are looking at our out-of-print backlist to 
see if any of the titles are suitable for 
republication. 

republish /ri:'pablif/ verb to publish 
something again o The book has been out 
of print for some years, but has now been 
republished in an edition of modern clas- 
sics. 

reputable /'repjotob(o)l/ adjective with 
a good reputation o We only use reputable 
carriers. o His father founded a very repu- 
table firm of law publishers. 

reputation /repjo'terf(o)n/ noun an 
opinion of somebody or something held by 
other people o a printing company with a 
reputation for quality o He has a reputa- 
tion for being difficult to negotiate with. 
request /ri'kwest/ verb to ask formally 
for something m noun an act of asking for 
something 

request for proposal /r1,kwest fo pro 
'pooz(o)l/ noun full form of RFP 
require /ri'kwaro/ verb 1. to need some- 
thing 2. to demand something from some- 
body 

required hyphen Irikwarod 
'harf(o)n/ noun same as hard hyphen 
requisition /rekwi'zrf(o)n/ noun an 
order placed by an institution, e.g. by a 
college to the college bookshop asking for 
books to be ordered for students taking a 
particular course 

resale /'ri:seil/ noun the act of selling 
goods which have been bought o The 
contract forbids resale of the book in the 
USA. 

resale price maintenance /ri:,serl 
'prars ,meintonons/ noun a system where 
the price for an item is fixed by the manu- 
facturer and the retailer is not allowed to 
sell it for a lower price. Abbr RPM. Also 
called retail price maintenance 
rescreen /ri:'skri:n/ verb to reproduce a 
screened photograph again, using a new 


screen angle which does not conflict with 
the original screen 


research /ri'ss:tf/ noun work that is 
done to investigate something m verb to 
investigate a field of study and discover 
new facts about it 


research assistant  /n'ss:t[. o 
,Sistont/ noun a person who helps a writer 
by doing research for him or her 


researcher /ri'sa:tfo/ noun a person 
who carries out research 


reserve /r1'z3:v/ verb to keep something 
for a time until needed o The library will 
reserve a book for a borrower for ten days. 


reset /ri:'set/ verb 1. to return a system to 
its original state so that it can start again 2. 
to typeset something again 


resident font /,rezid(o)nt 'fpnt/ noun 
font data which is always present in a 
printer or device and which does not have 
to be downloaded 


residual rights /rr'zidjuol raits/, 
residuals plural noun 1. rights which are 
held by an author and have not been sold to 
a publisher 2. rights held in recorded mate- 
rial by the actors or musicians who 
performed it, giving payments when the 
material is reused, as in the case of a repeat 
of a TV programme 

resin /rezin/ noun a sticky oil which 
comes from some types of conifer, used 
both in papermaking and in ink production 
resin-coated paper /'rezin ,kootid 
,perpo/ noun paper coated with resin, used 
in photography and reproduction. Abbr RC 
paper 

resist /ri'zist/ noun a coating on a 
printing plate which protects part of the 
plate from acid 

resolution /,ezo'lu:f(o)n/ noun 1. a 
formal decision taken at a meeting by 
means of a vote 2. the solving of a problem 
o The resolution of her difficulties with the 
immigration authorities took a long time. 
resticker /ri:'stiko/ verb to print new 
stickers and attach them to stock, usually to 
change the price 

rest in proportion /rest im pro 
'po:f(o)n/ noun full form of RIP 1 
restock /ri:'stok/ verb to order more 
stock o to restock after the Christmas 
selling period 

restocking /ri:'stokıp/ 
ordering of more stock 


noun the 


restrict 


226 





restrict /ri'strikt/ verb to limit some- 
thing so that only a specific person or 
group can have access to it 


restrictive trade practices /rı 
,Striktiv 'treid ,praektis1z/ plural noun an 
arrangement between companies, e.g. to 
fix prices or to share the market 


resume /ri'zju:m/ verb to start some- 
thing again o The magazine has resumed 
publication. 


résumé  /rezju;mey noun 1. a 
summary of a text o A résumé of the 
planned biography is attached to this 
proposal. 2. US a summary of a person's 
educational and work experience, for the 
information of possible future employers 
(NOTE: The UK term is curriculum vitae.) 
resumption /ri'zampf[on/ noun the act 
of starting something again 

retail /'ri:terl/ noun the sale of small 
quantities of goods to ordinary customers a 
the retail trade all people or businesses 
selling goods retail m verb to sell for a price 
o These books retail at £9.99. m adverb a 
he buys wholesale and sells retail he buys 
goods in bulk at a wholesale discount and 
sells in small quantities to the public 
retail bookseller /ri:terl ,buokselo/ 
noun a bookseller who buys books at a 
discount from publishers and sells them at 
the full price to the public 

retail bookshop /ri:teil jbukSop/ 
noun a bookshop which sells to the general 
public 

retail dealer /ri:teil ,dido/ noun a 
person who sells to the general public 
retailer /ri:terilo/ noun a person who 
sells goods to the public 

retailing /ri:teili/ noun the selling of 
full-price goods to the public 

retail outlet /ri:teil ,autlet/ noun a 
shop which sells to the general public 
retail price /‘ri:terl ,prars/ noun the 
price at which the retailer sells to the final 
customer 

retail price index /,ri:terl 'prars 
indeks/ noun an index which shows how 
prices of consumer goods have increased 
or decreased over a period of time 

retail price maintenance /ri:teil 
'prars ,meintonons/ noun same as resale 
price maintenance 

retail shop /ri:teil fop/ noun a shop 
where goods are sold only to the public 


retain /ri'tein/ verb to keep possession of 
something o The author has retained film 
rights in the book. 
retainer /ri'temno/ noun a fee paid to 
somebody so that they will be available to 
work for you when required 
reticulation /ri,tikjo'lerf(o)n/ noun the 
effect caused by wet ink drying on a previ- 
ously inked surface, where the second 
inking does not dry properly but gives a 
spotted result 
retouch /ri:'t4t f/ verb to change an illus- 
tration or film by hand to make it clearer or 
to change the detail in some way 
retoucher /ri:'t^t [o/ noun a person who 
retouches things 
retouching /ri:'tt frp/ noun the act of 
changing an illustration or film by hand to 
make it clearer or to change the detail in 
some way 
retransfer /ri:'trzensf3:/ noun an image 
taken from a lithographic plate to make a 
duplicate plate 
retree /'rittri/ noun damaged sheets of 
paper sold off cheaply 
retrieval /ri'tri:v(o)l/ noun the process of 
finding items that have been stored 
retrieval system /ri'tri:v(9)l ,sistom/ 
noun a system of organising items so that 
information can be found quickly and 
easily 
*Uttlesford District Council required a 
back-up and retrieval system to meet 
legislative demands regarding 
information management and to more 
cost-effectively and efficiently manage 
data. Data growth was outstripping 
capacity and the council needed to 
comply with government guidelines to 
make information available online. 
[Computer Weekly] 


retrieve /ri'tri:v/ verb to get something 
back from where it has been stored 
return /ri't3:n/ noun the act of giving 
something back o The date for the return of 
all the library books is next week. m verb to 
give something back or to change it so that 
it is in its earlier state again o to return the 
company to its former position by investing 
a large amount of capital 

return on investment /ri,t3:n pn in 
'vestmont/ noun a profit made by 
investing money in something which is 
financially successful. Abbr ROI 

returns /ri'ts:nz/ plural noun books, 
magazines or newspapers which have not 
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been sold and which are sent back to the 
supplier o Paperback returns are running 
at over 20% in the first part of the year, as 
booksellers are destocking. 
COMMENT: Publishers would like to 
discourage returns, but in most cases, they 
have to accept that a certain proportion of 
books will not sell, and therefore will be 
returned by the booksellers. The main 
concern of the publisher is to limit the 
returns to a manageable proportion of the 
original printing. A publisher knows that if 
he refuses to accept returns, the bookseller 
may refuse to subscribe copies of further 
new books published by him. In contracts, 
returns may be provided for in two ways: in 
a publishing agreement, the publisher may 
hold back royalties due to cover the 
possibility of books being returned unsold 
by the bookseller, after having been sold to 
the bookseller by the publisher (this is 
called the ‘returns provision’); in an agency 
agreement, there is normally a clause 
dealing with what happens to the stock held 
by the agent at the end of the agreement 
(usually, the agent will have to pay for the 
carriage back to the publisher if the agent 
terminates the agreement, but the publisher 
will pay if he terminates the agreement). 
returns level /ri't3:nz |ev(o)l/ noun 
the number of books returned to the 
publisher by booksellers, shown as a 
percentage of the quantity originally sold. 
Also called level of returns 
returns policy /ri't3:nz ,pplisi/ noun a 
policy adopted by a publisher on allowing 
booksellers to send back unsold stock for 
credit 
returns provision /ri'tsinz_ pra 
, VI3(9)n/ noun a provision in a publishing 
agreement showing how returns are to be 
treated when calculating an author's royal- 
ties 
retype /ri:'tarp/ verb to type a word, 
phrase or document again, usually in order 
to make changes or to correct errors 
reversal /ri'v3:s(9)l/ noun 1. the act of 
turning in the opposite direction 2. a repro- 
duction, changing right to left, positive to 
negative or black to white 3. a change from 
being profitable to unprofitable o The 
company suffered a reversal in the Far 
East. 
reversal film /ri'vs:s(o)) film/ noun 
photographic film with a positive image. 
Also called slide film 
reverse /ri'v3:s/ adjective opposite or in 
the opposite direction a listed in reverse 
order listed in order starting at the last or 
smallest m noun the opposite side of a piece 
of paper, also called the verso o Biblio- 


graphic details are usually printed on the 
reverse of the title page. m verb to change 
something so that it is the other way round 
reverse characters Iri, V318 
'kaeriktoz/ plural noun characters which 
are displayed in the opposite way to other 
characters for emphasis 

reverse indent /ri'v3:s ,indent/ noun 
same as hanging indent 

reverse out /ri,v3:s 'aut/ verb to make 
a black image appear as white out of black 
or out of a colour o The title is reversed out 
of the photograph of the house. 
reverse-reading /riv3:s 
adjective same as wrong-reading 
reversible printing unit /ri,v3:sib(o)l 
‘printin ,ju:nit/ noun a printing unit 
which can print with the web running in 
either direction 

reversion /ri'v3:f(o)n/ noun the return 
of property to an original owner 
reversionary /ri'va:f(o)n(o)ri/ adjec- 
tive relating to property such as a copyright 
which passes to another owner on the death 
of the present one 

reversion clause /ri'v3:f(o)n klo:z/ 
noun a clause in a publishing agreement 
which allows for the reversion of copyright 
after a period of time, or if the publisher 
allows the book to go out of print 
reversion of copyright /ri,v3:f(o)n 
ov 'kppirait/ noun the return of rights to 
the author if the publisher fails to keep the 
book in print 

revert /ri'v3:t/ verb to return to an earlier 
state or system 

review /ri'vju:/ noun an evaluation of a 
book or other publication or a performance 
m verb 1. to look again at a situation to 
assess what can be done 2. to write an eval- 
uation of a book or other publication or 
performance 

review article /ri'vju: 'a:tik(o)l/ noun 
a long review of a book, in which the 
reviewer discusses the subject of the book 
rather than the book itself 

review copy /ri'vju: ,kopi/ noun a copy 
of a book given to a reviewer 

reviewer /ri'vju:o/ noun a person who 
reviews books 

review list /ri'vju: list/ noun a list of 
people or newspapers to whom copies of 
books are sent for review 

review slip /ri'vju: slip/ noun a note 
sent with a review copy, giving information 
about the book such as author, price and 
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publisher, and a mention of the publication 
date 

revise /ri'vaiz/ verb 1. to change some- 
thing so that it is more accurate 2. to go 
over work done earlier in order to learn it 
more thoroughly m noun a proof after 
corrections have been made o The 
publisher sent back the revises with yet 
another mass of author's corrections. 
revised proof /r1,vatsd 'pru:f/ noun a 
proof of text with the corrections made to it 
reviser /ri'vaizo/ noun a person who 
revises a text 

revision /ri'vr(o)n/ noun 1. the 
improvement and correction of a text 2. the 
activity of relearning work in order to do 
an examination 

rewrite verb /ri:'rait/ to write something 
again with improvements m noun /'ritrait/ 
the act of writing something again o The 
chapter is in its second rewrite. 

RFP abbreviation a declaration by a 
company that they would like their printed 
matter to be redesigned or reprinted, and 
would like design or printing companies to 
put forward proposals for the job. Full 
form request for proposal 

RGB /,a: d3i: 'biz/ noun 1. colour separa- 
tion using the primary colours 2. the three 
colour picture beams used in a colour CRT. 
Compare CMYK 

RGB display /,a: dzi: ,bi: di'splet/, 
RGB monitor noun a high-definition 
monitor system that uses three separate 
input signals controlling red, green and 
blue colour picture beams 

RI abbreviation reissue 

rider /'rardə/ noun an additional clause in 
a contract o to add a rider to a contract 
rider rollers /‘ratda ,rouloz/ plural noun 
additional rollers used to maintain pressure 
on the paper as it is being wound onto a 
reel 

right /rait/ noun a legal entitlement to 
something o Right of renewal of a contract. 
o She has a right to the property. o He has 
no right to the patent. o The staff have a 
right to know how the company is doing. 
right-angled fold /rait ,2ng(o)ld 
'fould/, right-angle fold noun a fold of 
paper which is at right angles to the one 
before 

rightful owner /,rartf(9)l 'ouno/ noun 
the legal owner 

right-hand /,ratt 'hænd/ adjective 
belonging to the right side o The credit side 


is the right-hand column in the accounts. o 
He keeps the address list in the right-hand 
drawer of his desk. 

right-hand page /,rait hend 'perd3/ 
noun the page on the right of a double page 
spread, always with an odd folio o Begin 
each chapter on a right-hand page. © 
Right-hand pages should have odd folio 
numbers. 

right justification /rait d3astrf1 
'kerf(o)n/ noun the process of aligning the 
right-hand margin on a piece of text so that 
the edge is straight 

right justify /rart 'd3astifat/ verb to 
use computer commands to ensure that the 
right-hand margins of text are straight 
right-reading /'ra:t ,ri:din/ adjective 
relating to film or text which reads from 
left to right, when viewed from the emul- 
sion side. Also called positive-reading 
right-reading film /‘rart ,ri:drg ,frlm/ 
noun film which reads in the normal way, 
from left to right, when viewed from the 
emulsion side 

rights /rarts/ plural noun the legal right to 
publish something such as a book, picture 
or extract from a text 

rights and permissions depart- 
ment /rats ən  po'mif(o)n dı 
ppaitmont/ noun a department in a 
publishing company which deals with 
requests to reproduce material which is in 
the company’s copyright or the copyright 
of its authors, where the authors have 
licensed the company to act on their behalf 
rights fair /'rarts feo/ noun a book fair 
where publishers sell rights in books to 
publishers from other countries, and also 
meet agents and representatives 

rights manager /raits ,mænıd3ə/ 
noun a person in charge of a rights depart- 
ment 

Rinco process /*ripkoou ,prooses/ 
noun the process of making gravure posi- 
tives by photographing a proof of white 
letters on a black background 

RIP noun 1. a printing instruction to indi- 
cate that all the material is to be reduced or 
enlarged in the same proportion. Full form 
rest in proportion 2. a device that trans- 
lates software instructions into an image or 
complete page which is then printed by a 
printer or typesetter. Full form raster 
image processor 

rise /raiz/ noun an increase or upward 
movement o The rise in the price of paper 
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has increased manufacturing costs by 
10%. m verb to move upwards or to become 
higher o Prices are rising faster than infla- 
tion. o Interest rates have risen to 15%. 
rising space /raim 'spers/, rising 
type noun a defect in locking the forme, 
which makes the type or spaces rise above 
the normal height 


risk capital /'risk ,kapit(o)l/ noun 
same as venture capital 


river /rivo/ noun a long white space 
running down a printed page, caused when 
wide spacing occurs between words on 
every line. Also called street 


road atlas /'roud ,ztlos/ noun a book 
showing clearly the roads in a country, so 
that drivers can find their way 


ROB abbreviation run of book 


roe chlorination number /,roo klo:rr 
'nerf(o)n ,nambo/ noun a measurement of 
how much chlorine a sample of paper pulp 
will absorb, thus showing how easily it can 
be bleached 


ROI abbreviation return on investment 


roller /‘raulo/ noun a round metal bar, 
used in a printing press to guide the paper 
through the machine 


rolling headers /,rouli 'hedoz/ plural 
noun the titles or headers of teletext pages, 
displayed as they are received 


rolling plan /,rouli 'plaen/ noun a plan 
which runs for a period of time and is 
updated regularly for the same period 


roll-wrapped /roul rept/ adjective 
relating to a magazine which is rolled up 
before being wrapped for mailing 


ROM /rom/ noun a computer system 
which allows data to be read but not edited. 
Full form read only memory (NOTE: There 
is no plural for ROM, and it is often used 
without the article: The file is stored in 
ROM.) 


roman! /roumon/ noun an ordinary 
upright typeface, neither italic nor bold o 
The text is set in Times Roman. 


COMMENT: Roman characters were 
developed in Italy in the late 15th century, 
and have become the most widely used of 
the type styles. It is generally believed that 
roman characters are easier to read than 
either italic or bold, possibly because 
people are more accustomed to roman than 
to other faces. In the 16th century, italic was 
just as common as roman for continuous 
text, and for several centuries black letter 
type was widely used for all printing, 
especially in Germany. 


roman? /roo'mpn/ noun French word 
meaning a novel 


Roman /'roomon/ adjective relating to 
ancient Italy, and especially to the Latin 
script 

roman a clef /roo,mpn æ 'kler/ noun a 
novel with characters drawn from real life, 
where the reader and critics usually try to 
find out who the characters are based on 


romanisation  / roumonar'zer[(o)n/, 
romanization noun transliteration of a 
non-Western script into roman characters 


romanise /‘raumonaiz/, romanize verb 
to transliterate a non-Western script into 
roman characters o a romanised version of 
Chinese 


Roman numerals /,roumon 
'nju:mərəlz/, Roman figures noun 
figures written I, II, HI, IV, or i, ii, iii, iv, 
etc. (as opposed to Arabic numerals such 
as 1, 2, 3, 4) 

romantic fiction /rou'mzntik ,ftkfan/ 
noun stories about love affairs 


romantic novel /roo, mzntik 'npv(9)l/ 
noun a novel, usually aimed at women 
readers, concerned with a love affair (NOTE: 
As a group, novels are called fiction; 
romantic fiction is all romantic novels 
taken as a group.) 


ROP abbreviation run of paper 


rotary machine /'rəvtəri mo,Ji:n/, 
rotary press /'rootori pres/ noun a 
printing press whose printing plate is 
curved and attached to a cylinder 


rotary printing /'rootori ,printry/ noun 
a printing process using a curved plate 
attached to a cylinder, which prints onto 
the paper as it lies flat 


rotary strainer /'rootori ,strerno/ noun 
a large round cylinder with holes in it, 
which turns round in the vat of stock, 
removing large particles from it 


rotary suction box /,ravtori 'sakfan 
,bpks/ noun same as suction roll 


rotogravure /,routougro'vjoo/ noun a 
web-fed gravure printing on a rotary press, 
used particularly for colour printing of 
long runs 


rough /raf/ adjective 1. approximate or 
not very accurate o a rough calculation o a 
rough estimate 2. not finished m noun a 
rough sketch of artwork o The designer 
showed some roughs for the main double 
page spread. 


rough copy 
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rough copy /,raf 'kppi/ noun a draft of 
a document which, it is expected, will have 
changes made to it 
rough draft /,raf 'dra:ft/ noun a plan of 
a document which may have changes made 
to it before it is complete 
rough out /,raf 'aut/ verb to make a 
draft or a general design o He roughed out 
some sketches for the covers. 
rough proof /,raf 'pru:f/ noun a proof 
which shows in general how the layout 
looks, used to indicate changes to the 
layout 
rough trimmed /,raf 'trimd/ adjective 
relating to an art book whose pages are not 
all trimmed to the same measure, e.g. 
where only the excessively long or wide 
pages are trimmed 
round /raund/ adjective circular m verb to 
make the spine of a book round a book 
with a rounded back a book with a 
convex spine 
round and back /,raund on 'bek/, 
rounding and backing noun a process in 
binding where the book is given a rounded 
spine and a concave foredge, also giving 
the book a hinge 
round brackets /raond 'brækıts/ 
plural noun printing symbols ( ), which 
enclose words or characters and separate 
them from the rest of the text 
rounded back /,raundid 'bek/ adjec- 
tive relating to a style of binding where the 
spine is made slightly round 
rounded corners /raundid ,ko:noz/ 
plural noun corners of pages which are not 
cut square, but are made round 
rout /raot/ verb to cut away the blank 
parts of a plate so that there is no chance of 
their printing by accident 
routing /‘ravtin/ noun the cutting away 
of redundant blank parts from a plate 
row /rou/ noun a horizontal line in a table, 
as opposed to columns which are vertical a 
row of dots a series of dots printed one 
after the other, used to indicate that some- 
thing is missing or to lead the eye across 
the page 
royal /'rorol/ adjective a traditional size of 
book and paper (25 x 20 inches) 
COMMENT: The metric royal paper sizes 
are: royal octavo (234 x 156mm), royal 
quarto (312 x 237mm); the quad royal sheet 
is (1272 x 960mm). 
royalty /rorolti/ noun money paid to a 
writer for the right to use his or her prop- 


erty, usually a percentage of sales or an 
agreed amount per sale 
COMMENT: Royalties can vary considerably. 
An established author may receive 10% of 
the list price on hardback sales and 159^ for 
paperback sales. Royalties can be based 
on the list price (i.e., the price of the book 
before it is discounted to the bookshop), or 
on the receipts, which are the money 
received by the publisher from the 
bookshop. It is common to pay a royalty on 
receipts in the case of sales overseas, 
since they are usually at very high 
discounts. Royalty statements will normally 
show the numbers of copies sold in various 
markets, together with the list price and the 
discounted receipts. In Scandinavia (but not 
in the UK) it is normal for the author to insist 
on being told the quantity of copies printed, 
as this will indicate the numbers given away 
for review or as specimen copies. In 
Russia, royalties are not based on sales, 
but on the size of the book: a royalty would 
be X roubles per 1000 characters or per 10 
pages ‘signature’. In the UK, sliding 
royalties are common on paperbacks, 
where the author gets an increased royalty 
as the quantity sold increases. In Russia, 
the opposite is the case, where the author 
gets a smaller percentage royalty from 
reprints. 
royalty cheque /‘rotalti tfek/ noun a 
cheque covering royalties for a particular 
period 
royalty split /‘roralti split/ noun the 
way in which a royalty is divided between 
several authors or between author and 
illustrator 
royalty statement /'roralti 
,Stertmont/ noun a printed statement from 
a publisher showing how much royalty is 
due to an author 
RP abbreviation reprinting 
RPM abbreviation resale price mainte- 
nance 
RP/ND /a: pi: en 'di:/ nouna report from 
a publisher showing that a book will be 
reprinted, but no date can be given for 
copies being available 
RPUC noun a report used by publishers to 
encourage bookshops to order out-of-print 
titles, and so record dues 
RSS nouna format which allows pieces of 
microcontent to be sent as an automatic 
feed from their source to another website 
or a handset device. Full form Really 
Simple Syndication 
RTF noun a text file format which 
includes text commands that describe the 
page, type, font and formatting o The RTF 
format allows formatted pages to be 
exchanged between different word- 
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processing software. Full form rich text 
format 

-tf suffix a file extension for an RTF file 
rub /rab/ verb to damage something by 
repeated movement of one surface on 
another o to rub out to remove pencil 
notes with a rubber 

rubber /'rAbo/ noun 1. an elastic material 
made from the sap of a tree 2. a piece of 
soft material used to remove pencil marks 
rubber blanket /'rAbo ,blaykit/ noun a 
rubber sheet which goes round the cylinder 
in an offset press and takes the image from 
the cylinder to be printed on the paper 
rubber stamp /,raboa 'staemp/ noun a 
small block of rubber, metal or wood 
which is used in combination with ink to 
make a mark on something to show that it 
is official or to show ownership 

rubilith /ru:bili0/ noun a red masking 
film used for photographic masking 

rub resistance /'rAb rr,zistons/ noun 
the ability of a printed surface not to be 
damaged by rubbing, an important factor 
in printing packaging material 

rubric /'ru:brik/ noun a set of rules or 
instructions like those at the beginning of 
an examination paper 

ruby /'ru:bi/ noun an old printing size, 
similar to five point (NOTE: The US term is 
agate.) 

rule /ru:l/ noun 1. a regulation telling 
what is and is not allowed 2. a thin strip or 
design used for borders or for separating 
columns of type m verb to make a straight 
line or mark something with straight lines 
ruled border /ru:ld 'bo:do/ noun a 
frame to a page made up of a straight line 
round the edge 

ruled paper /'ru:ld ,perpo/ noun paper 
that has lines printed on it for writing on 
ruler /'ru:lo/ noun a long, flat object cali- 
brated in inches or centimetres which is 
used for measuring or drawing straight 
lines 

ruler guide /ru:lo gard/ noun a non- 
printing dotted line that is used in page 
layout software to help align objects prop- 
erly on the page 

ruler line /'ru:lo lain/ noun same as tab 
rack 

ruling /‘ru:lin/ noun an official decision 
which must be obeyed 

run /rAn/ verb 1. to take charge of and be 
responsible for an organisation or activity 
o The head librarian will be running the 


next course. 2. to make a machine work o 
They run the computer every day. 


run around /ran o'raund/, run round 
noun type which is not set to the full width 
but goes round an illustration m verb to 
change the layout of text so that it goes 
round an illustration o Run the blurb text 
round the photograph of the author. 


run back /,ran 'bek/ verb US to move 
text from the beginning of one line back to 
the end of the previous line or from the top 
of one page back to the bottom of the 
previous page (NOTE: The UK term is take 
back.) 


run down /,ran 'daun/ verb 1. to move 
text from the end of one line to the begin- 
ning of the next line or from the bottom of 
one page to the top of the next page (NOTE: 
The UK term is take over.) 2. to reduce the 
amount of work done by a department or 
organisation 3. to criticise somebody 
aggressively 


runnability /ra4no'bilti/ noun the 
ability of paper to run easily through a 
printing press 


runner /'rAno/ noun a small line number 
printed in the margin of a text 


running costs /‘ranin kpsts/, running 
expenses plural noun money spent on the 
day-to-day cost of keeping a business 
going. Also called operating costs 
COMMENT: In book production, running or 
variable costs are all the costs which vary 
with the print run (paper, printing and 
binding costs); fixed or plant costs include 
typesetting, reproduction, editorial costs. 
running foot /‘ranty fot/ noun a line of 
print which appears at the foot of each page 


running head /'ranin hed/, running 
headline noun a headline which runs from 
page to page throughout a book, usually 
the title or a chapter title, but in diction- 
aries, directories and encyclopedias it is 
usually the first and last headwords on each 
page 

running on /ranm 'pn/ noun the 
printing of sheets after the machine has 
been made ready 

running sheet /ranm fi:t/ noun a 
printed sheet taken from the machine at the 
beginning of a print run to check if it is 
printing correctly 

running text /,ranr 'tekst/ noun the 
main text of a book which continues over 
the pages, in which notes and illustrations 
have only a set limited position 
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running total /,raniy 'tout(o)l/ noun a 
total carried from one column of figures to 
the next 


run of book /ran ov buk/, run of paper, 
run of week /ra4n ov 'witk/ noun an 
advertiser's order to the advertising depart- 
ment of a publication, in which space is 
bought at the basic rate without specifying 
the advertisement's position. Abbr ROB, 
ROP, ROW 


run off /,ran 'pf/ verb to print something 
rapidly o They ran off six hundred leaflets 
before lunch. 


run on /,ran 'pn/ verb 1. to print more 
sheets after the first number have been 
printed o Can you quote for 5,000 print run 
and 1,000 run on? o We decided to run on 
3,000 copies to the first printing. 2. to 
make the text continue without a break, or 
without a line break o The quotation 
should run on from the line above. 
run-on chapter /'rAn pn ‚t fæptə/ noun 
a chapter that does not start a new page 
(NOTE: The US term is run-in chapter.) 


run-on price /'rAn pn prats/ noun a 
price for the extra sheets run on after the 
main quantity has been printed 

run-out /ra4n aot/ noun a bromide 
produced by a phototypesetter 

run over /,ran 'əuvə/ verb to allow text 
to go onto the next line or page o The last 
two lines of the quotation can run over 
onto the following page. 

runover /'rAnoovo/ noun US a block of 
text which has been reset 

run through /'ran Oru:/ adjective going 
right across the sheet of paper 

rush /raf/ noun an act of doing something 
fast m verb to make something go fast o to 
rush an order through the factory o to rush 
a shipment to Africa 

rushes /'rafiz/ plural noun positive 
cinema or video film which is printed from 
the negatives, and which has not been 
edited 

rush job /'r^f dapb/ noun a job that has 
to be done fast 

rush order /,raJ 'o:do/ noun an order 
that has to be supplied fast 


saddle /'sad(3)l/ noun a device on which 
an unbound booklet is placed to be stitched 
saddle stitch /'sæd(ə)l stitf/ noun in 
bookbinding, a method of binding the 
pages of a small book or magazine together 
by folding it in half and stitching along the 
line of the fold 

saddle-stitched — /szed(o))  ,stitft/ 
adjective bound with saddle-stitching 
saddle-stitcher /'sæd(ə)l ,stit [o/ noun 
a machine for saddle-stitching 
saddle-stitching /‘sed(a)l ,stit f19/ 
noun binding where the signature is 
stitched through the middle of the fold, 
usually with wire, usually for small books 
up to 96 pages maximum 

saddle-wire stitching /‘szd(9)l ,waro 
,Stit frp/ noun saddle-stitching using metal 
wire, like staples 

safety margin /'serfti ,ma:d31n/ noun 
the time or space allowed for something to 
be safe 

sale /seil/ noun the act of selling or of 
giving an item in exchange for money 
saleability /,seilo'biliti/ noun a quality 
in an item which makes it easy to sell 
sale on commission /,seil pn ko 
'mrf(o)n/ noun same as commission sale 
sale or return /,seil o: ri'ta:n/ noun a 
system where the retailer sends stock back 
if it is not sold, and receives credit from the 
supplier for unsold items o We have taken 
400 copies on sale or return. 

sales appeal /'seilz o,pi:l/ noun the 
qualities of a product which make 
customers want to buy it 

sales budget /'seilz ,bAdait/ noun a 
plan of probable sales 

sales campaign /'seilz kam,pern/ 
noun planned work to achieve higher sales 


sales chart /'serlz tfa:t/ noun a 
diagram showing how sales vary from 
month to month 

sales conference l'seilz 
konf(o)rens/ noun a meeting of sales 
managers, representatives, publicity staff, 
etc., to discuss results and future sales 
plans. Also called sales meeting 

sales curve /'seilz ka:v/ noun a graph 
showing how sales increase or decrease 
sales department  /setz dı 
ppa:tmont/ noun a department in a 
company which organises the sales of its 
products 

sales drive /'seiz draiv/ noun a 
vigorous effort to increase sales 

sales executive /'serlz 1g,zekjutiv/ 
noun a person in a company in charge of 
sales to particular clients 

sales figures /'seilz ,f1goz/ plural noun 
the total sales, or sales broken down by 
category 

sales force /'seilz fo:s/ noun a group of 
salespeople working for one company 
sales forecast /'seilz ,fo:ka:st/ noun a 
calculation of future sales 

sales ledger /'seilz ,led3a/ noun a book 
in which sales are noted 

sales literature /‘serlz __lit(a)ratfo/ 
noun printed information such as leaflets 
or prospectuses which helps sales 

sales manager /'seilz ,mznid39/ noun 
a person in charge of a sales department 
sales meeting /'serlz ,mi:tm/ noun 
same as sales conference 
salesperson /'seilz,p3:s(o)n/ noun a 
person who represents a company, selling 
its products or services to retail shops o We 
have six salespeople calling on accounts in 
central London. 

sales plan /'seilz plaen/ noun a plan for 
marketing a book 
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sales promotion  /seriz pro 
,mou/(o)n/ noun sales techniques aimed at 
increasing sales, e.g. offering free gifts, 
running competitions 
sales report /'seilz ri,po:t/ noun a 
computer printout showing the sales over a 
particular period 
sales representative /'serz repri 
,Zentotiv/, sales rep /'seilz rep/ noun a 
person who works for a company, showing 
goods or services for sale o We have six 
sales representatives in Europe. o They 
have vacancies for sales reps to call on 
accounts in the north of the country. 
sales sheet /'seilz fi:t/ noun a piece of 
paper which gives details of a product and 
explains why it is good 
sales targets /'seilz ,ta:gits/ plural 
noun the amount of sales a representative 
is expected to achieve 
sales volume /'seilz ,volju:m/ noun 
same as volume of sales 
Salon du Livre /,szlpn do 'li:vrə/ noun 
a book fair in a French-speaking country, 
e.g. the Paris Salon du Livre 
same size /,serm 'saiz/ noun an instruc- 
tion on artwork, showing that it has to be 
kept the same size and not reduced or 
enlarged. Abbr s/s 
samizdat /'sæmızdæt/ noun publishing 
carried on by private individuals or groups 
in a country where the state has a 
monopoly of publishing and where 
publishing is strictly censored. » under- 
ground literature 
COMMENT: Originally applied to Russia 
(‘samizdat’ is an abbreviated form of the 
Russian for ‘do-it-yourself-publishing’); the 
term is now used for any country. 
sample /'sa:mpol/ noun a small quantity 
of a product used to show what it is like 
sample book /'sa:mpol buk/ noun a 
book showing samples of different types of 
cloth or paper, etc. 
sample cover /'sa:mpol ,kAvo/ noun a 
proof of a cover of a book, used as sales 
material 
sample pages /sa:mpol ,peidiz/ 
plural noun a proof of pages of a book, 
showing the layout and part of the text, 
used as sales material 
sand trap /'szend trap/ noun a set of 
bars in a trough which trap heavy particles 
of grit that may have got into the pulp 
before it goes into the papermaking 
process 


sans serif /,sznz 'serif/ noun a style of 
printing letters with all lines of equal thick- 
ness and no serifs. » serif (NOTE: Often 
simply called sans: The headwords are set 
in a 9 point sans face.) 
COMMENT: Sans faces are less easy to read 
than seriffed faces and they are rarely used 
for continuous text, although some 
magazines use them for text matter. 
Nevertheless, legibility is not always what 
the typographer is aiming for; immediate 
recognisability of a word is possibly easier 
with sans faces, and this is why they are 
commonly used for road signs and other 
public notices. Sans faces are not as 
common in the USA as in Europe. 
saveall /'servo:l/ noun a device in a 
paper mill to save useful fibres from the 
white water drained out of pulp 
sawing /'so:/ noun the process of 
cutting notches in the sewn signatures for 
cords to lie in when hand binding 
SBN abbreviation Standard Book Number 
SC abbreviation 1. an instruction to the 
compositor to set text in small capitals, 
indicated by the copy editor on the manu- 
script with two lines under the text. Full 
form small caps 2. single column 
scalable /'skerlob(o)l/ adjective refer- 
ring to fonts used for computer graphics 
that can be made to appear in a wide range 
of sizes 
scale /skeil/ noun 1. a set of marks or 
standards for measuring things 2. the size 
or level of something in relation to what is 
usual o Scale of development was very 
difficult to estimate. m verb 1. to indicate on 
artwork how it should be reduced or 
enlarged n to scale down, to scale up to 
make something smaller or bigger in 
proportion 2. to calculate how much an 
illustration should be enlarged or reduced 
to fit 
scale drawing /,skeil 'dro:m/ noun a 
drawing which is done to scale 
scale of charges /,skeil ov 'tza:d31z/, 
scale of prices /skeil ov/ noun a list 
showing various prices 
scale out /,skeil 'aut/ verb to show how 
many copies each store in a chain will take, 
according to a system based on the size of 
the shop 
scale-out /'skeil aut/ noun a system of 
ordering different numbers of copies for 
different stores in a chain 
scalpel /'skzlpol/ noun a very sharp 
knife, used by designers when cutting 
artwork or film 
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scamp /skamp/ noun a very rough 
layout of text and illustrations 
scan /skzn/ verb 1. to look at something 
very quickly in order to see what it is about 
2. to examine periodicals routinely in order 
to keep users informed of new material 3. 
to use a machine to read coded data m noun 
an examination of an image or object to 
obtain data 
Scan area /'sken ,eorio/ noun the 
section of an image read by a scanner 
scanner /'skzno/ noun a machine that 
converts documents, drawings or photo- 
graphs into machine-readable form 
COMMENT: A scanner can be a device using 
photoelectric cells as in an image digitiser, 
or a device that samples data from a 
process. One type of scanner reads the 
barcode on the product label using a laser 
beam and photodiode; another can read 
text and by recognising characters, stores 
them as data on a computer; yet another 
type will scan colour originals and carry out 
colour separations. 
scanning /'skenin/ noun 1. the action of 
examining and producing data from the 
shape of an object or drawing 2. the 
process of carrying out colour separations 
electronically 


scanning device /'skænıy d1,vats/ 
noun a device that allows micrographic 


images to be selected rapidly from a reel of 
film 

scanning error /'skznry ,era/ noun an 
error introduced while scanning an image 
oA wrinkled or torn page may be the cause 
of scanning errors. 

scanning rate /'skznrry reit/ noun the 
time taken to scan one line or image 
scanning resolution /'skenin rezo 
Iu: f(o)n/ noun the ability of a scanner to 
register small pixels 

scanning speed /'skænıp spi:d/ noun 
the speed with which a line or image is 
scanned o Its scanning speed is 9.9 
seconds for an 8.5 x 11 inch document. 
scan plate /'sken pleit/ noun an 
engraved printing plate made by electronic 
photoengraving 

scatter proof /skzto pru:f/ noun a 
proof showing several illustrations printed 
together on the same sheet, and not as they 
will appear in the final page layout 
scenario /sr'na:riou/ noun the way in 
which a situation is likely to develop o The 
planners took account of the worst possible 
scenario. 


schedule /'fedju:l/ noun 1. a written list 
of information, e.g. prices, conditions, 
dates and times 2. a detailed written 
programme of events and times 
scheduling /'fedju:Ir/ noun the act of 
drawing up a plan or timetable 
scholarly books /'skploli buks/ plural 
noun books published on university and 
academic subjects 

scholarly press /'skololi pres/ noun a 
publishing company that publishes schol- 
arly books 

Scholastic ^ /sko'lestik/ ^ adjective 
related to university and academic subjects 
School /sku:l/ noun 1. a faculty, depart- 
ment or institution that offers specialised 
instruction in an academic subject 2. all the 
staff and students of an educational institu- 
tion 3. a place or period of activity 
regarded as providing knowledge or expe- 
rience 

school book /sku: buk/ noun an 
educational book published for use in 
schools 

school book supply /'sku:l buk so 
play noun a method of supplying books to 
schools 

School edition /'sku:l r,drf(o)n/ noun 
an edition of a book specially made for sale 
to schools 

School representative /'sku:l rep/, 
school rep, schools rep noun a repre- 
sentative who calls on schools to show 
books to teachers who may then order 
them for the students 

schools broadcast l'skuilz 
,bro:dka:st/ noun a television or radio 
programme for schools 

Science /'satons/ noun knowledge 
which can be tested and proved usually 
according to natural laws 

Science editor /'sarons ,edito/ noun an 
editor at a publishing house responsible for 
a science list 

Science fiction /,sarons 'frk [on/ noun 
fiction books based on imaginative ideas 
about the future on this and other planets. 
Abbr sci-fi 

scientific technical and medical 
publishing /,sarontifik ,teknik(o)] on 
'medik(o)l ,pablifin/ noun publishing of 
specialised books in science, technology 
and medicine. Abbr STM 

sci-fi /'sai fav abbreviation science 
fiction 


scissors and paste job 


236 





scissors and paste job /,sizoz on 
'peist d3pb/ noun 1. the preparation of a 
design paste-up or camera-ready copy for 
reproduction, by taking various pieces of 
artwork or film and pasting them in posi- 
tion 2. a book or article made almost 
entirely of passages from other works 


sci-tech /'sai tek/ noun US scientific and 
technical publishing 


scoop /sku:p/ noun 1. an exciting news 
story which a reporter is the first to find, or 
which no other newspaper has reported 2. 
the signing of a sought-after person to 
write for one's newspaper or publishing 
company 

Score /sko:/ verb to draw lines with a 
sharp edge or rule across paper or card, so 
that it can fold more easily 


scoring /'sko:r1n/ noun the process of 
making lines on paper or board so that it 
will fold more easily, used on the covers of 
paper-bound books so that the covers bend 
easily 

Scotchprint /'skpt fprint/ a trade name 
for a coated repro film, used for making 
litho originals from letterpress blocks 


scout /skaut/ noun a person who looks 
out for something 


Scrap /skrap/ noun waste material or 
pieces of paper m verb to throw something 
away as useless o They had to scrap 10,000 
covers and reprint them with the correct 
title. 


scraperboard /skrerpobo:d/ noun a 
board used by artists, either a white board 
with a black coating, or a black board with 
a white coating 


scratch /skrzt f/ verb to draw a little line 
through a character to show that it is wrong 


screamer /'skri:mə/ noun (informal) 1. 
an exclamation mark 2. US a very large 
headline in a newspaper 


Screen /skri:in/ noun a flat surface 
capable of displaying pictures and words m 
verb to investigate or check people or 
things for a specific fault or danger o The 
information was screened to check that it 
was completely accurate. 
COMMENT: Photographic screens have 
varied degrees of fineness. according to the 
subject matter and type of paper used. The 
dots vary between 40 and 200 lines per 
inch. Typical screens are 50 to 60 for 
newsprint, 80 to 100 for MF and SC papers, 
120 to 133 for imitation art papers and 150 
or more for high-grade art papers. 


screen angle /'skri:n ,25g(o)l/ noun 
the angle at which a screen is set before the 
photograph is taken 

Screen attributes /skri:n o'tribju:ts/ 
plural noun variables defining the shape, 
size and colour of text or graphics 
displayed 

Screen editor /'skrin ,edito/ noun 
software that allows the user to edit text on 
screen, with one complete page of infor- 
mation being displayed at a time 
screened print /'skri:nd print/ noun a 
print made using a screen 

Screen format /'skri:n ,fo:mzt/ noun 
the way in which a screen is laid out 
screenful  /skriinfol| noun one 
complete frame of information displayed 
on à computer monitor 

screenplay /'skri:nplet/ noun the text 
of the dialogue of a film 

Screen print /'skri:n print/ noun a print 
taken from a film which has been screened 
Screen printing /‘skri:n ,printiy/, 
Screen process printing noun a printing 
process where a design is inked through a 
fine screen, parts of which are covered by a 
stencil to prevent the ink passing through 
Screen refresh /,skri:n ri'fref/ verb to 
update regularly the images on a CRT 
screen by scanning each pixel with a 
picture beam to make sure the image is still 
visible 

screen ruling /skri:n ,ru:li/ noun the 
number of lines per inch on a screen or the 
number of dots per inch on a halftone 
Screen tint /'skr:n tmt/ noun a 
mechanical screen, shading in dots or 
lines, which is preprinted and can be cut up 
and stuck down to give shading in artwork 
screenwriter /'skri:nratta/ noun a 
person who writes scenarios for films 
Script /skript/ noun 1. the written text of 
a play or film 2. handwriting which is 
made to look like printing m verb to write 
the script for a play, film or TV documen- 
tary o The show was scripted by Joe Smith. 
scriptwriter /'skriptraitoó/ noun a 
person who writes a film or TV or radio 
script 

Scroll /skroul/ verb to move text up or 
down a computer screen one line at a time 
Scrub /skrab/ verb to wipe information 
off a disk, or remove data from a store o 
Scrub all files referring to 1994 taxes. 
scuffing /'skafin/ noun the roughening 
of a paper surface due to rubbing 
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scumming /'skamin/ noun a situation 
where the non-image areas of a litho- 
graphic print take in ink, giving black 
marks in the white areas. Also called catch 
up 

search /ss:tf/ verb to look through a 
document in order to find a specific item or 
word m noun the process of identifying a 
character, word or section of data in a 
document or file 

search and replace /ss:tf on ri 
'plers/ noun a facility on a word processor 
which allows the user to find words or 
strings of characters and change them 
search directory /'sa:t f dar rekt(o)ri/ 
noun a website in which links to informa- 
tion are organised into a categorical, alpha- 
betical hierarchy to provide the broadest 
response to a query 

search engine /ss:tf ,endsin/ noun 
software that carries out a search of a data- 
base when a user asks it to find informa- 
tion. On the Internet there are many search 
engines that list all the websites and allow 
a user to find a website by searching for 
particular information. 

search engine registration /'ss:tf 
,Qndaim  redzistrerf(o)n/ noun the 
process of registering a website with a 
search engine, so that the site can be 
selected when a user requests a search 
search routine /'ss:tf ru:,tizn/ noun 
software which allows the user to search 
for an item in a database 

secondary colours /'sekond(o)ri 
'kaləz/ plural noun colours formed by 
mixing primary colours 

secondary education /,sekond(o)ri 
,edjo'kerf(o)n/ noun the period of 
schooling between primary school and 
further or higher education, usually from 
about 11 to 16 or 18 years of age 
secondary publishing /,sekond(o)ri 
‘pablifin/ noun publishing books for use 
in secondary schools 

second colour /,sekand 'kalo/ noun 
the colour which is printed second in two- 
colour work 

second cover /,sekond 'kava/ noun 
the inside front cover of a magazine 
second half /,sekond 'ha:f/, second 
half-year /,sekond 'ha:f jia/ noun a 
period of six months from 1st July to end 
of December o The figures for the second 
half are up on those for the first part of the 
year. 


secondhand /,sekond'hend/ adjective 
relating to something that has been previ- 
ously owned by somebody else 

second quarter /,sekond 'kwo:to/ 
noun a period of three months from April 
to the end of June 

second serial rights /,sekond 'srorial 
Caits/ plural noun the right to publish 
sections of a book in a magazine or news- 
paper after the book has been published 
Secret /'si:krot/ noun a piece of informa- 
tion that is known only to a few people and 
is intentionally withheld from general 
knowledge 

section /'sek [on/ noun 1. part of a book 
which is made from one sheet of paper o 
The book is printed in 32-page sections. ù 
signature 2. a supplement to a newspaper 
or magazine o The paper has a special 
travel section on Saturdays. 3. a printed 
sign showing a paragraph division or that a 
footnote is being referred to 4. a depart- 
ment within a company o the legal section 
sector /'sekto/ nouna division of a group 
or area which is also part of a larger one 
Secure server /si,kjoo 's3:va/ noun an 
Internet server that allows for the encryp- 
tion of data and thus is suitable for use in e- 
commerce 

Secure Sockets Layer /sikjoo 
'spkits lero/ noun a secure format for 
sending documents which are encrypted 
and decrypted using two special keys. 
Abbr SSL 

secure system /si,kjoo 'srstom/ noun 
a system that cannot be accessed without 
the permission of the owner 

secure website /sikjoo 'websait/ 
noun a website on the Internet that 
encrypts the messages between the visitor 
and the site to ensure that no hacker or 
eavesdropper can intercept the information 
Security /si'kjuartti/ noun measures 
taken to make a place or person safe from 
attack or danger 

security paper /si'kjuoriti ,perpo/ 
noun paper with a special watermark to 
prevent it being imitated 

security printer /sr'kjooriti ,printo/ 
noun à printer who prints paper money, 
company reports, secret government docu- 
ments, etc. 

See copy /,si: 'kppi/ verb an instruction 
to the typesetter to look at the original 
manuscript to see how the text setting is 
instructed 


see-safe 
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See-safe /'si: seif/ noun an agreement 
where the publisher who has sold books to 
a bookseller will give credit for unsold 
books at the end of a period under partic- 
ular conditions o We bought the stock see- 
safe. 

see-through /'si: 0ru:/ noun a situation 
where text on the verso of a page can be 
seen through the paper 

seize /si:z/ verb to take hold of something 
or to take possession of something o The 
customs seized the shipment of books. o 
The court ordered the company's funds to 
be seized. 

seizure /'si:39/ noun taking possession 
of something o The court ordered the 
seizure of the books. 

select /si'lekt/ verb to find and choose 
specific information or data 

selection /si'lekfon/ noun a range of 
products and services available and chosen 
self-archiving /,self 'a:karvip/ noun 
the act of archiving an electronic document 
by uploading a copy to a publicly-acces- 
sible website 

self-cover /,self 'kavo/ noun a cover 
which is printed on the same paper as the 
text of the book, used for brochures and 
small books 

self-endpapers  /self 'endperpoz/, 
self-ends plural noun endpapers that are 
part of the printed book, and not added 
specially 

self-mailer /self 'meilo/ noun a mailing 
piece which does not need an envelope 
self-publishing /,self 'pAblrfrp/ noun 
a type of publishing in which the authors 
arrange for the books to be printed, 
marketed and sold, rather than using a 
traditional publishing company 
self-sealing /self ‘si:lij/ adjective 
sticking itself without needing to be wetted 
self-wrapper /,self 'raepo/ noun same as 
self-cover 

seller /'selo/ noun something that sells o 
This book is a steady seller. 

selling costs /'selin kpsts/ plural noun 
the amount of money to be paid for adver- 
tising, reps’ commissions, etc., involved in 
selling something 

selling fair /'selij ,fea/ noun a book fair 
such as the Geneva Book Fair or the Paris 
Salon du Livre, where books can be sold to 
the public 

semi- /semi/ prefix combining with nouns 
and adjectives to form words which 


describe something that is only in a part 
state 


semi-bold /'semi bould/ noun a type- 
face which is between light and bold 


semichemical pulp /'semikemik(9)l 
palp/ noun pulp that is prepared partly by 
mechanical means and partly by chemical 
semicolon /,semi'koulpn/ noun a punc- 
tuation sign (;) used to join rather than 
separate two parts of a sentence, as in ‘The 
safe that had been broken into was on one 
side of the room; the other safe appeared to 
be intact.’ 


semi-display advertisement /,semi 
di'spler od,v3:tismont/ noun an adver- 
tisement inside a box in the classified 
advertisements section of a newspaper 


semiliterate /,semi'lit(o)rot/ adjective 
1. unable to read or write properly 2. US 
having only limited understanding of a 
particular subject, especially a technical 
one 


sensitise /'sensitarz/, sensitize verb to 
make something sensitive 


sensitised paper /‘sensitaizd ,perpo/ 
noun paper that has had chemicals added to 
it or has been coated with a substance, to 
make it sensitive to light 


sensitive /'sensitiv/ adjective strongly 
able to be aware of feelings 


sensitivity guide /,sensi'tiviti ,gard/ 
noun a strip of film which can be used to 
show what exposure to use 


sentence /'sentons/ noun a group of 
words which is complete in itself, 
containing a subject and a verb 


Separate verb /'seporeit/ to cause two 
things to be apart and unconnected m adjec- 
tive /'sep(a)rat/ not together m noun 
l'sep(o)rot/ a single article from a journal 
which is reprinted separately 


separated graphics /seporeitid 
'graefiks/ plural noun displayed characters 
that do not take up the whole of a character 
matrix, resulting in spaces between them 
separation filter /,sepo'rerf(o)n filto/ 
noun one of the three filters used to make 
colour separations 

separations  /sepo'rerf(o)nz/ noun 
each of the separated printing colour 
components of a piece of artwork 

Sepia /'si:pio/ noun a brown ink, often 
used to give an old-fashioned look to 
photographs 
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sepia photograph /,sitpio 
‘fautogra:f/ noun a photograph using 
tones of sepia brown 
sequence /'sitkwons/ noun an arrange- 
ment which follows a consecutive order 
sequential access  /sikwen[(o)l 
'eekses/ noun the state of information only 
being able to be accessed in a given order 
*...no one is seriously expecting a tape 
replacement, in large part because tape 
volumes continue to vastly outstrip any 
competitive technologies. For all its 
sequential-access inconvenience and 
sheer old-fashioned aura, tape has 
remained the reliable performer at the 
end of the enterprise data chain.’ 
[Computing] 
sequential access storage /s: 
ikwenf(o)l 'akses ,sto:rid3/ noun a 
storage medium whose data is accessed 
sequentially 
serial /‘storial/ noun 1. a journal or maga- 
zine that is published at regular intervals 2. 
a story published in regular instalments 
serialisation /,sroriolar'zer/(o)n/, seri- 
alization noun publication of a book in 
parts in a magazine or newspaper 
serialise /'sioriolaiz/, serialize verb to 
publish a book in parts in a magazine or 
newspaper 
serial number /'sioriol ,nambo/ noun a 
number given to an item which identifies it 
by its position in a sequence 
serial publication /sroriol ,pablı 
'kerf(o)n/ noun publication of a book in 
parts in several issues of a magazine or 
newspaper 
serial rights /‘storial raits/ plural noun 
the right to reproduce a book chapter by 
chapter in a magazine or newspaper over a 
period of time 
series /'siori:z/ noun a group of related 
items ordered in a sequence, e.g. the 
volumes in a set of books o 'At Lady 
Molly’s’ is the seventh title in the ‘Dance to 
the Music of Time’ series. 
series title /'srori:z ,tart(o)l/ noun the 
title given to a series of books, each one of 
which has its own separate title 
serif /'serif/ noun 1. a small decorative 
line added to letters in some fonts. » sans 
serif 2. a font that uses serifs, such as 
Times New Roman 


COMMENT: Serifs can be straight, or 
sloping, or curved. They derive from Roman 
letters cut in stone. The purpose of adding 
serifs to letters is first to keep the letters 


apart, while at the same time making it 
possible to link one letter to the next, and 
Secondly to make the letters distinct, in 
particular the top parts which the reader 
recognises when reading. To test this, 
cover the bottom half of a line of seriffed 
face text and do the same for a line of sans 
face text: then compare the legibility of the 
top parts of the letters. In the USA, seriffed 
faces are preferred because some sans 
faces do not distinguish between the capital 
' and the lower case ‘Il’, making it 
impossible to write the word ‘Illinois’, or 
particularly its abbreviation ‘Ill’. 
seriffed /'serift/ adjective with serifs o 
Times Roman is a seriffed typeface. o 
Seriffed type is more legible than sans serif. 
serigraphy /se'rigrofi/ noun silk screen 
printing, where the ink is forced through a 
fine cloth onto the paper behind 
Server /'s3:vo/ noun a computer with a 
large storage capacity which provides a 
function to a network of terminals 
service contract /'ss:vis ,kontrzekt/ 
noun a contract between a company and a 
director showing all the director's condi- 
tions of work 
service provider /'ss:vis prə,vardə/ 
noun a company that provides people and 
businesses with access to the Internet, 
usually charging a monthly fee 
Set /set/ noun a group of related items m 
adjective 1. fixed or unable to be changed 
2. relating to text that has been typeset m 
verb to typeset or put a text into printed 
characters o The manuscript has been 
marked up and sent to the typesetters for 
setting. o The page is set in 12 point Times 
Roman. o ‘set flush’ set with no indents o 
‘set solid’ set without any leading between 
the lines 
set format /,set 'fo:mzt/ noun a format 
that is used for all titles in a series and 
cannot be changed 
set off /,set 'of/ verb to transfer ink from 
one sheet to another 
set-off /set vf/, setting-off noun a 
printing defect where a sheet is marked 
with wet ink from another newly printed 
sheet 
Set size /,set 'sarz/ noun a measurement 
of horizontal dimensions in sets 
setting /'setip/ noun 1. the time and 
place where the action of a book or film 
happens 2. the position of the controls on a 
machine o There are two settings: fast and 
slow. 
setting costs /'seti kpsts/ plural noun 
the cost of typesetting a text 


setting rule 
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setting rule /'setry ru:l/ noun the part of 
a composing stick that has measurements 
on it, so that the compositor can measure 
the width of the text 

setting stick /setm strk/ noun a 
narrow box in which the compositor places 
the pieces of type as he or she sets each line 
setting up costs /,setm ‘ap kpsts/, 
setup costs /'setap kpsts/ plural noun 
the costs of getting a machine or a factory 
ready to make a new product after finishing 
work on another one 

setting-up time /,setin ‘ap ,tarm/, 
setup time /'setap tarm/ noun the time 
taken to get a machine ready for printing 
Set up /,set 'Ap/ verb to begin something 
a to set up a machine to get a machine 
ready for printing 

set width /,set 'w1d0/ noun the width of 
the body of a printed character 

seven P’s /,sev(a)n 'pi:z/ plural noun a 
simple way of summarising the essentials 
of the marketing mix, which are Product, 
Price, Promotion, Place, Packaging, Posi- 
tioning and People 

sew /soU/ verb to attach something using 
a needle and thread 


sewing /'sour/ noun part of the binding 
process, when gathered pages are sewn 
together in signatures and then attached to 
form the book block 

sewing machine /'sourn mo,fi:n/ 
noun a machine for sewing signatures 
sewing thread /'soum Ored/ noun 
thread used in a sewing machine 

sewn binding /'soun ,bamndm/ noun 
binding where the signatures are attached 
with thread 

sextodecimo /,sekstoo'desrmou/ 
noun a size of book page traditionally 
created by folding a single sheet of 
standard-sized printing paper four times, 
giving 16 leaves or 32 pages 

sexual discrimination /,sekfuəl 
diskrimr'nerf(o)n/, sex discrimination 
/,seks diskrimr'ner(o)n/ noun treatment 
of male and female employees in different 
ways, usually to the disadvantage of the 
women 

SGML / es d3i: em'el/ noun a hardware- 
independent standard which defines how 
documents should be marked up to indicate 
bolds, italics, margins and so on. Full form 
standard generalised markup language. 
ò XML (NOTE: Generally used to code data 


for database entry or to mark up a book 
before it is typeset.) 

shade /ferd/ noun a variation in the 
colour or black and white texture of 
printing produced by adding black m verb 
to colour in a section of a drawing by 
adding a darker colour or a textured pattern 
shaded area /'feidid ,eorio/ noun a 
darker part in an illustration 

shaded letters /eidid |etoz/ plural 
noun display letters which give a shadow 
effect 

shading /f[feirdip/ noun the act of 
showing darker sections of a line drawing 
by adding dark colour or by drawing criss- 
cross lines 

shadow /'fædəu/ noun a dark part of a 
photograph or halftone 

shadow mark /'fædəu ma:k/ noun a 
paper defect where marks left by the rollers 
can be seen 

shank /fzgk/ noun the main part of a 
piece of metal type 

share capital /'[eo ,kzprt(o)l/ noun the 
value of the assets of a company held as 
shares, less its debts 

shareware /' feoweo/ noun software that 
is available free to sample, but if kept the 
user is expected to pay a fee to the writer 
sharp /fa:p/ adjective very clear o The 
reproduction is not sharp enough — the 
edges are fuzzy. 

sharpen /'fa:pon/ verb to make some- 
thing sharper 

sharpness /'fa:pnos/ noun clearness of 
a printed image o The cover lacks sharp- 
ness. 

shaving /'fetvin/ noun the act of trim- 
ming pages so much that part of the text is 
cut off 

shavings /'fervigz/ plural noun thin 
strips of paper cut off at the paper mill or 
during binding 

sheepskin /'Si:pskin/ noun a white 
binding material made from the skin of 
sheep. Compare parchment 

sheet /fi:t/ noun a large flat piece of 
material or paper 

sheet cutter /'fixt ,kato/ noun a 
machine that cuts reeled paper into sheets 
sheeter /Ji:to/ noun a machine for 
cutting a web of paper into sheets 
sheet-fed press /'fi:t fed ,pres/ nouna 
printing press which takes single sheets of 
paper, as opposed to a web press which 
takes reels of paper 
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sheet feed /' fi:t fi:d/ noun a device that 
feeds single sheets of paper into a printer 
one at a time 

sheet feed attachment /,fi:t fi:d o 
'taet/mont/ noun a device that can be 
attached to a printer to allow single sheets 
of paper to be fed in automatically 

sheet of paper /,fi:t ov 'perpo/ noun a 
flat piece of paper, especially a large piece 
of paper for printing, which has not been 
folded 

sheet sizes /'fi:t ,saiziz/ plural noun 
the standard sizes of paper available in 
sheets 

sheet stock /'fi:t stok/ noun a stock of 
printed sheets of a book, which are not yet 
bound 

sheet wander /'fi:t ,wondo/ noun a 
defect caused when the web of paper 
moves from side to side while passing 
through the press 

sheetwise /'fi:twatz/ adverb printed on 
one side of a sheet of paper at a time 
sheet work /'fi:t wa:k/ noun printing on 
both sides of a sheet of paper to produce 
one copy 

shelfback /'Selfbzek/ noun the spine of a 
book 

shelf filler /‘felf ,frlo/ noun a person 
whose job it is to make sure that the shelves 
in a shop are kept full of items for sale 
shelf space /'felf spers/ noun the 
amount of space on shelves in a shop 
shelf talker /'felf ,torka/ noun a card 
display which advertises a book, placed on 
a shelf next to the stock of the book itself 
shelf wobbler /felf ,wpbblo/ noun a 
piece of marketing material which adver- 
tises a book, attached to a shelf next to the 
stock of the book itself. Also called 
dangler 

shelve /felv/ verb to postpone or cancel a 
plan o When costs rose to £100,000 the 
company decided to shelve the project. o 
The publication of the new reference series 
has been shelved. 

shelving /‘Selvin/ noun 1. rows of 
shelves or space on shelves o We installed 
new metal shelving in the paperback 
department. 2. the act of postponing or 
cancelling something o The shelving of the 
project has resulted in six redundancies. 
shift /[1ft/ noun a period of time spent at 
work at any time during a 24-hour period o 
He works the day shift or night shift. o We 
work an 8-hour shift. o The management is 


introducing a shift system or shift working. 
m verb to move or to sell something o We 
shifted 20,000 items in one week. 

shift key /'fıft kiz/ noun a key on a 
keyboard which raises a letter to a capital 
or combines with other command keys for 
word-processing and computing functions 
shift work /'[1ft w3:k/ noun a system of 
work in a factory with shifts 

shilling stroke /'f1lry strauk/, shilling 
mark noun a solidus or oblique stroke 
shiner /'faino/ noun a light spot in paper 
shining / fainry/ noun the act of holding 
printed sheets up to the light to see that the 
printed areas on the two sides are in 
register 

ship /f1p/ verb to transport goods by sea 
shipment /'(1ipmont/ noun a quantity of 
goods, usually of the same kind, sent 
together to a destination by any form of 
transport, not just by sea o The shipment of 
library equipment has just arrived at the 
airport. 

shipper /'f1po/ noun a person who sends 
goods or who organises the sending of 
goods for other customers 

shipping /'frpip/ noun the sending of 
goods 

shipping agent /'fıpıy ,erdzant/ noun 
a company that specialises in the sending 
of goods 

shipping clerk /'fıpıy kla:k/ noun a 
clerk who deals with shipping documents 
shipping costs /'fıpıy kosts/ plural 
noun the costs of sending goods 
shipping instructions /'fıpıy in 
StrAkfenz/ plural noun details of how 
goods are to be shipped and delivered 
shipping note /' frpry nout/ nouna note 
that gives details of goods being shipped 
shive /fatv/ noun a small piece of wood 
fibre still visible in the finished paper 
shoo flies /'fu: flarz/ plural noun 
devices which move the leading edge of 
the printed sheet up so that it goes out of 
the press easily 

shoot /fu:t/ verb to use a camera to take 
photographs or make a film 

shooting stick /'fu:ti stik/ noun a 
short stick used to lock up or unlock 
formes 

shop /[pp/ noun 1. a place where goods 
are stored and sold (NOTE: The usual US 
term is store so bookstore, paperback 
Store, etc.) 2. a place where goods are 
made 


shop front 
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shop front /'‘fop frAnt/ noun the part of 
a shop which faces the street, including the 
entrance and windows 

shoplifter /' /pplifto/ noun a person who 
steals goods from shops 

shoplifting /'fopliftıy/ noun the act of 
stealing goods from shops 

shopping cart /'fopiy ka:t/ noun a 
software package that records the items 
that an online buyer selects for purchase 
together with associated data, e.g. the price 
of the item and the number of items 
required 

shop-soiled /' fop sorld/ adjective dirty 
because of having been on display in a 
shop 

shop window /, fop 'windou/ noun a 
window in a shop where goods are 
displayed so that customers can see them, 
or a place where goods or services can be 
exhibited 

short /fo:t/ adjective having only a few 
words or pages 

shortage /'fo:t1d3/ noun 1. a lack of 
something o a shortage of skilled staff o We 
employ part-timers to make up for staff 
shortages. © The import controls have 
resulted in the shortage of spare parts. 2. 
the number of copies of a book or maga- 
zine which have not been printed 

short and /,fo:t 'ænd/ noun a printing 
sign (&) which means 'and' 

short column /,f5:t 'kolom/ noun a 
column that has been printed with fewer 
lines than the other columns in the same 
book 

short credit /,fo:t 'kredit/ noun terms 
allowing the customer only a short time to 
pay 

short descenders /'[»:t di,sendoz/ 
plural noun descenders in particular type- 
faces which are shorter than in other type- 
faces 

short discount /,fo:t 'diskaunt/ noun 
a discount which is less than the normal 
trade discount, such as the discount on 
educational books 

shorten /'fo:t(ə)n/ verb to reduce the 
length of something 

short grain /'fo:t grem/ noun a sheet of 
paper where the grain runs across the sheet, 
parallel to the short side. Also called grain 
short 

short grain paper /'f5:t grein ,perpo/ 
noun paper where the grain is parallel to 
the shorter side of the sheet 


shorthand /'fo:thend/ noun a system 
of signs and symbols which enables 
spoken words to be written down very 
quickly 

short inks /'fo:t myks/ plural noun inks 
which do not flow easily (NOTE: The oppo- 
site is long inks.) 

shortlist /‘fo:tlist/ noun a small group 
chosen from a larger group, from which the 
final choice is made o Five titles were on 
the shortlist for the Booker Prize. m verb to 
choose a few names of people or titles of 
books from a longer list, as a first step 
towards deciding on a person for a job or 
the winner of a competition o Shortlisted 
candidates will be asked for an interview. 
short page /['»:t perda/ noun a page 
which has been printed with fewer lines 
than the other pages, either as a mistake or 
to avoid a design problem 

short-range forecast /,fo:t remd3 
'forkarst/ noun a forecast which covers a 
period of a few months 

short run /‘fo:t ran/ noun a print run of 
only a small number of copies 

shorts /fo:ts/ plural noun books which 
have not been printed in sufficient quantity. 
Compare overs 

short story /,fo:t 'stpri/ noun a piece of 
fiction between three and ten pages long 
short-term /,fo:t 't3:m/ adjective only 
relevant to the near future 

short ton / fo:t 'tan/ noun US a measure 
of weight equalling 907 kilos 

shot /fpt/ noun a photograph or still 
frame from a film 

shoulder /'fouldo/ noun 1. the edge of 
the spine of a book, which sticks out 
slightly 2. a sloping surface between the 
bevel of the metal type and the edge of the 
stem 

shoulder heads /'fouldo hedz/ plural 
noun heads printed in a line on their own 
shoulder notes /'fouldo noots/ plural 
noun notes printed in the margin at the 
level of the first line of type 

shout /faot/ noun a short slogan adver- 
tising a book, which is printed in large 
letters, in advertisements or on the book 
jacket 

showcard /'[ooka:d/ noun a piece of 
cardboard with advertising text, put near an 
item for sale, sometimes on the counter 
showcase /'[oukeirs/ noun a cupboard 
with a glass front or top to display items 
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showroom /'fauru:m/ noun a room 
where goods are displayed for sale 
show side /'fəu satd/ noun the side of 
the binding material which is visible 
show-through /'fou @ru:/ noun 1. a 
paper defect, where the paper is not opaque 
enough 2. a defect in printing, where the 
printed text on the back of a page can be 
seen through the page from the other side » 
compare strike-through 
COMMENT: When the printing on one side of 
the paper can be seen from the other side, 
this is due either to show-through or to 
Strike-through. Show-through is caused by 
inadequate opacity of the paper, while 
strike-through results from the vehicle (the 
liquid component) of an oil-based ink 
penetrating right through the sheet. 
shred /fred/ verb to cut something into 
long thin strips 
shredder /'fredə/ noun a machine that 
cuts paper into very small pieces, usually 
long thin strips, used to destroy confiden- 
tial documents 
shrink /[rink/ verb to get smaller or make 
something smaller o The educational 
market has shrunk by 2096. o The drawing 
was shrunk to fit the space. o The company 
is having difficulty selling into a shrinking 
market. 
shrinkage /'frinktd3/ noun 1. the 
amount by which something gets smaller o 
to allow for shrinkage 2. losses of stock 
through theft, especially by members of 
the staff of a shop (informal) 
shrink-packaging /'frigk ,pekid31n/, 
shrink-wrapping /'Jrink ,raepr/ nounthe 
act of covering something such as a book, 
cassette or record in a tight plastic cover 
which is heated to seal it (NOTE: Another 
US term is pre-shrunk packaging.) 
shrink-packed /'frink pzkt/, shrink- 
wrapped /'frink rz pt/ adjective covered 
in a tight plastic protective cover 
shrink-wrap /'friyk rep/ noun the 
plastic film used in shrink-packaging 
side /said/ noun one surface of something 
flat such as a tape or piece of paper o It is 
possible to record on both sides of this 
tape. 
sidebar /'saidba:/ noun 1. a short news 
story containing additional relevant infor- 
mation that is printed beside a featured 
story 2. a block of text set beside the main 
text in a web document 
side heading /'said ,hedry/, side head 
noun à heading which is ranged to the left 
with text run on 


side lay /'said lev noun the edge of a 
sheet of paper, which is aligned by the side 
lay gauge 

side notes /'said nouts/ plural noun 
notes printed in the margin 

side-sewing  /'said ,sourn/, side- 
stitching noun a method of sewing a book 
through the sides of the folded sheets, and 
not at the fold. Also called McCain sewing 
side sorts /'said so:ts/ plural noun pi 
characters or special sorts 

side stick /'said stik/ noun a piece of 
wood placed along the side of the page 
inside a forme 

side wire binding /said ,waro 
baimdmn/, side wire stitching noun 
binding by stapling through the sides of the 
folded sheets 

siding /‘satdin/ noun finishing a quarter 
or half binding by glueing paper or cloth 
over the boards, covering the edges of the 
leather 

Sig abbreviation signature (informal) o 
There are plates wrapped round sigs 2 and 
5. 

sign /sarn/ noun a piece of wood, plastic 
or metal with words or pictures on it giving 
information m verb to write one's signature 
on a document o to sign for to put your 
signature on an official document to say 
that you have received something a to sign 
in to write your name on a list to say that 
you have arrived o to sign on to agree to a 
contract a copies signed by the author, 
signed by the illustrator copies of a book 
with the signature of the author or illus- 
trator in them 

signatory /'signot(o)ri/ noun a person 
who has the legal right to sign an official 
document 

signature /'signit [o/ noun 1. a way of 
writing your name which is special to you 
and can be recognised as yours by other 
people 2. a special authentication code 
such as a password which a user gives to 
prove his or her identity before accessing a 
system or before the execution of a task 3. 
a sentence or paragraph used to end e-mail 
messages and comments posted on the 
Internet. Normally a signature should be 
short — no more than four lines — and might 
include a short advertisement for your 
services and your e-mail address. 4. a 
printed sheet, folded into 16, 32 or 64 
pages. Abbr sig (NOTE: The folded set of 
printed pages is technically speaking a 
'section', while the 'signature' is the identi- 


signed limited edition 
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fying number or letter on it. However, 
‘signature’ is commonly used to mean the 
set of pages themselves.) 

signed limited edition  /,saind 
Iimrtid r'drf(o)n/ noun a small number of 
copies of a book, specially bound and 
numbered, with the author's or illustrator's 
signature in them 

signing session /'saınıy ,sef(o)n/ 
noun same as book signing 

sign language /'sam ,lazeggwids/ noun 
communication, or a system of communi- 
cation, by gestures as opposed to written or 
spoken language, especially the highly 
developed system of hand signs used by or 
to people who are hearing-impaired 
silhouette /,srilu'et/ noun an illustration 
where the foreground is solid colour and 
the background is white 

silk-screen printing /'sılk skri:n 
,printi/ noun a printing process where a 
design is inked through a fine material such 
as silk or nylon, parts of which are covered 
by a stencil to prevent the ink passing 
through 

Silurian /sat'luarion/ noun a type of 
paper where coloured fibre is added to the 
stock, giving a spotted appearance 

simili leather /'simili ,leda/ noun mate- 
rial which looks like leather 

Simple Mail Transfer Protocol 
/,simp(o)l 'meil ,transfa: ,prootokpl/ 
noun a standard protocol which allows 
electronic mail messages to be transferred 
from one system to another, normally used 
as the method of transferring mail from 
one Internet server to another or to send 
mail from a computer to a server. Abbr 
SMTP 

simultaneous editions 
/,stm(a)ltemias r'drf(o)nz/ plural noun 
two or more different versions of a book 
published at the same time, e.g. in different 
languages 

simultaneously X /sim(oJl'terniosli/ 
adverb happening at the same time o The 
book was published simultaneously in 
England and Australia. 

singer sewing /'sigo ,soum/ noun a 
thread sewing through the spine of an 
insetted book 

single column /,stng(a)l 
adjective printed in one column 
single-copy order /5sipg(o)] 'kppi 
,91do/ noun an order for one copy of a 
book, which may be uneconomical for a 


'kolom/ 


large warehouse and may have a surcharge 
applied by the supplier 

single inverted commas /,159(95)l 
in,v3:tid. 'komoz/ plural noun same as 
single quotation marks 

single leaf /,s159(9)l 'li:f/ noun a cancel 
page consisting of one sheet of paper 
single line display /,s159(2)l lain dis 
'plei noun a small screen which displays a 
single line of characters at a time 

single line spacing /,5159(9)] ‘lain 
persimp/ noun leaving no white lines 
between lines of text 

single quotation marks /,sıņg(ə)l 
kwou'terf(a)n ,ma:ks/, single quotes 
/'sipg(9)) kwoutz/ plural noun printed 
signs (* °), used to show that a piece of text 
has been quoted 

single revolution printing /,5159(5)l 
revolu: f(o)n 'printim/ noun a letterpress 
process where the cylinder rotates and 
prints one impression with every turn 
single sheet feed /,5159(9)l fi:t 'fi:d/ 
noun à device attached to a printer to allow 
single sheets of paper to be used instead of 
continuous stationery 

sink /sipk/ noun a hollow in the surface of 
a printing plate 

sinkage /'sinkid5/ noun the amount of 
drop in a chapter heading or other heading 
sisal /'sais(o)l/ noun plant fibre, used to 
make rope and also kraft paper 

sit-down protest /'sit daun ,proutest/ 
noun protest action by members of staff 
who occupy their place of work and refuse 
to leave 

site licence /'sart |lars(o)ns/ noun an 
official permit to an institution and its staff 
to use particular software 

sixteenmo /'siksti:znmou/ noun 1. a size 
of page where the sheet of paper is folded 
four times to give 32 pages 2. a book that is 
printed in 32-page sections 3. an American 
book size about 6 or 7 inches high » abbr 
16mo 

16mo abbreviation sixteenmo 

64mo abbreviation sixty-fourmo 
sixty-fourmo /,siksti 'foxmou/ noun 1. 
a size of book page traditionally created by 
folding a single sheet of standard-sized 
printing paper six times, giving 64 leaves 
or 128 pages 2. a book that is printed in 
128-page sections 3. an American book 
size about 3 inches high » abbr 64mo 
Size /saiz/ noun 1. the physical dimen- 
sions of something, which tell how big or 
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small it is, usually indicated by its height 
and width 2. a mixture of gelatine, alum 
and formaldehyde used to coat paper 
surfaces m verb to calculate the size of 
something 
COMMENT: Size is a mixture of resin and 
aluminium sulphate, added to paper pulp to 
make the paper stiff and less absorbent. 
Surface sizing is now standard practice on 
most paper and board. It increases surface 
strength, water resistance, stability of the 
dimensions of the paper, and gives a 
smooth surface for printing. 
sized paper /'saizd ,perpo/ noun paper 
with size added 
sizing /saizi/ noun 1. the act of 
reducing or enlarging a picture to fit o 
Photographs can be edited by cropping, 
sizing, etc. 2. the process of coating paper 
with size 3. the material used for coating 
paper 
sketch /sket f/ noun a rough drawing to 
show how a finished illustration or design 
should look o The designer brought in 
some sketches for the new logo. m verb 1. to 
make a rough drawing to show how some- 
thing should look when finished o The 
design director had to choose between 
several sketches which the designers had 
submitted. 2. to write a rough description 
of something o The author sketched out the 
plan of a series of cookery books. 
sketch map /'sket f mzp/ noun a rough 
map, not necessarily drawn exactly to scale 
skid /skid/ noun US a flat wooden base 
on which goods can be stacked for easy 
handling by a fork-lift truck (NOTE: The UK 
term is pallet.) 
Skip /skip/ verb 1. to miss something out 
2. to decide deliberately not to do some- 
thing or go somewhere 
skip capability /skrp ,kerpo'briloti/ 
noun a feature of particular word proces- 
sors to allow the user to jump backwards or 
forwards by a quantity of text in a docu- 
ment 
skiver /'skarvo/ noun leather made by 
splitting a sheepskin, used as a cover mate- 
rial for de luxe books 
slab /slæb/ verb to finish the preparation 
of an electrotype, by making the printing 
surface even 
slab serif /,slab 'serif/ noun a typeface 
where the serifs are thick straight lines 
slack sheet /'slek fi:t/ noun a situation 
where the paper in a web press is not tight 
enough 


slander /sla:ndo/ noun an untrue 
spoken statement which damages a 
person's character m verb o to slander 
someone to damage somebody's character 
by saying untrue things about them 


slash /slzf/ noun an oblique stroke (/) 
used in typing (NOTE: In printing it is more 
often called a solidus.) m verb to cut or 
reduce something sharply o Prices have 
been slashed in all departments. o The 
bank has been forced to slash interest 
rates. 


slashed zero /,slz fd 'zriorou/ noun a 
printed sign (Ø) which puts an oblique 
stroke through zero to distinguish it from 
the letter O 


sleeper /'sli:po/ noun a book which does 
not sell well on publication, but which 
suddenly starts to sell some time later 


Slew /slu:/ nounrapid uncontrolled move- 
ment of paper in a printer when it is not 
connected to the feeder 


slice /slars/ noun an adjustable meter to 
control the flow of the pulp onto the wet 
end of the paper machine 


slide /slaid/ noun 1. a picture on positive 
transparent photographic film mounted in 
a frame 2. an individual computer screen 
which can be produced as output in 
different formats 


slide film /'slaid film/ noun same as 
reversal film 


slide rule /'slaid ru:l/ noun a device, like 
a ruler with a sliding central part, which 
allows rapid mathematical calculations 


sliding royalty /,slatdin 'roralti/ nouna 
royalty where the percentage increases 
with the number of copies sold 


sliding scale of royalties /,slaıdıņ 
skeil ov 'roroltiz/ noun a system where 
the percentage royalty changes according 
to the number of copies sold 


slip /slip/ noun 1. a small piece of paper 2. 
the end of a cord or tape used in binding by 
being glued to the cover boards 3. a 
mistake o He made a couple of slips in 
laying out the tables. 

slipcase /'slipkets/ noun a card box for 
an expensive book, which is open at one 
side so that the spine of the book is visible 
slip pages /'slip 'pe1d31z/, slip proofs 
/‘prurfs/ plural noun draft copies of text for 
printing which are printed on separate 
sheets of paper 


slip sheet 
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slip sheet /'slrp fi:t/ noun a piece of 
paper placed between printed sheets to 
prevent set-off 

slip-up /'slrp ap/ noun a small uninten- 
tional mistake 

slit /slit/ verb to cut through a sheet of 
paper or along a web of paper n to slit on 
press to cut a web lengthwise as itis going 
through the press before the paper is folded 
slitter /'slito/ noun a set of knives which 
cut a printed sheet or a web of paper 
slitter marks /‘slita ma:ks/ plural noun 
marks in the centre of a sheet of paper, 
showing where it has to be cut 

sloped roman /,slaupt 'roumon/ noun 
a form of italic found in dot-matrix 
printers, where the characters are roman 
and have been made to slope to the side by 
the computer 

slotted binding /\slvtid 'baindrm/ 
noun same as notched binding 

slug /slag/ noun a line of metal type cast 
in a casting machine in hot metal setting, 
made in a Linotype or Intertype machine 
slur /sls:/ noun a printing defect in letter- 
press, where the image is blurred, caused 
by movement of the paper or forme 
slush pile /'slAf patl/ noun unsolicited 
manuscripts which are sent to publishers or 
agents, and which may never be read 
slush pulp /'slaf palp/ noun liquid pulp 
which is pumped straight into the paper- 
making process 

small ads /'smo:l ædz/ plural noun short 
private advertisements in a newspaper 
selling small items, asking for jobs, etc. 
small capitals /;mo:l 'kapit(o)lz/, 
small caps /,smo:l 'kaps/ plural noun 
capital letters which are smaller than full 
size 

small office / home office /,smo:l 
,Dfis 'houm ,pfrs/ noun a type of business 
which is likely to use desktop publishing 
software and home printing / distribution 
techniques. Full form of SOHO 

small orders /,smo:1 'o:doz/ plural 
noun orders for small quantities of books 
small order surcharge /,smo:l 'o:do 
,S31t fard3/ noun an extra charge added by 
some publishers to an order under a partic- 
ular quantity or value 

small pica /,smo: 'parko/ noun an old 
type size, similar to the modern 11 point 
SMART /smatt/ abbreviation an acronym 
for the 5 main considerations when setting 
objectives for a company, namely that they 


should be Specific, Measurable, Achiev- 
able, Realistic, and within a set Time limit 
smart quotes /'sma:t kwoots/ plural 
noun an feature in a word processing or 
typesetting program which automatically 
converts straight inverted commas into 
quotation marks depending on their posi- 
tion in the text 

smash /smz{/ verb 1. to do much better 
than a previous record o to smash all 
production records o Sales have smashed 
all records for the first half of the year. 2. to 
press a folded signature before binding, so 
that it takes less room 

smashing /'smæfıy/ noun US the 
process of crushing or pressing a sewn 
book so as to remove air from between the 
pages, either before or after binding (NOTE: 
The UK term is nipping.) 

smooth scroll /,smu:ó 'skroul/ noun 
text that is moved up a screen pixel by pixel 
rather than line by line, which gives a 
smoother movement 

SMS /,s em 'es/ noun a service that 
allows short text messages to be sent, e.g. 
between mobile phones and pagers. Full 
form short message service, short 
messaging service 

SMTP abbreviation Simple Mail Transfer 
Protocol 

smudge /smad3/ noun an unwanted dark 
mark made by rubbing ink m verb to make 
a mark by rubbing ink which has been 
printed 

smudge-proof ink /'smads pru:f ,rpk/ 
noun ink which cannot smudge 

snail mail /'sneil meil/ noun mail sent 
through the postal service, as distinct from 
faster electronic mail. Also called p-mail 
SOAT /'səuæt/ abbreviation surface oil 
absorption time 

soda pulp /'səudə palp/ noun paper 
pulp made from wood chips cooked in 
caustic soda 

Soft /soft/ adjective not hard 

softback /'spftbzek/ noun PUBL same as 
paperback m adjective same as paper- 
back 

soft binding /,spft 'baindry/ adjective 
paper-covered 

Soft copy /,svft 'kppi/ noun text on 
screen as opposed to hard copy printed on 
paper 

Softcover /'spftkAvo/ noun PUBL same 
as paperback m adjective same as paper- 
back 
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soft currency /,spft 'kAronsi/ noun the 
currency of a country with a weak 
economy, which is cheap to buy and diffi- 
cult to exchange for other currencies 

soft dot / soft 'dpt/ noun a halftone dot 
which is less dense round the edge than in 
the centre 

soft-focus lens /,svft ,faukas 'lenz/ 
noun a lens which deliberately does not 
focus correctly 

soft-focus shot /spvft 'fookos ,[pt/ 
noun a photographic picture where the 
focus is deliberately not correct, so as to 
give a blurred effect 

soft font /,soft 'font/ noun a font or 
typeface stored on a disk, which can be 
downloaded or sent to a printer and stored 
in temporary memory or RAM 

soft hyphen /,spft 'harf(o)n/ noun a 
hyphen which is inserted when a word is 
split at the end of a line in word-processed 
text, but is not present when the word is 
written normally. » hard hyphen 

soft loan /,soft 'loun/ noun a loan from 
a company to an employee or from a 
government to another government, at very 
low or nil interest 

soft mechanical /,soft mr'kanrk(o)l/ 
noun a paste-up of text and illustrations 
made using page layout software, ready for 
printing. Compare hard mechanical 

soft pencil /,spoft 'pens(o)// noun a 
pencil with a soft lead making dense black 
lines 

soft sell /,soft 'sel/ noun the action of 
persuading people to buy by encouraging 
them, but not forcing them to do so 
software /'spftwes/ noun computer 
programs which instruct the hardware 
what to do 

software development /'spftweo di 
,Velopment/ noun the process of writing 
programs to implement an original idea 
software documentation /'spftweo 
,dpkjomenterf(o)n| noun instruction 
manuals which explain how to install and 
use computer programs 

software house /'spftweo haus/ noun 
a company that develops and sells 
computer programs 

software licence /'spftweo ,lats(o)ns/ 
noun a contract between the producer and 
the purchaser of software about the use and 
copying of the program 

software package /'spftweo ,pekid3/ 
noun a complete set of instruction manuals 


and installation disks which enable a 
program to be used 

software piracy /'spftweo ,pairosi/ 
noun the illegal copying of software 


*Software piracy is one of the copyright 
sins. With many computer users in the 
habit of downloading music and films 
from the internet for free, cyber criminals 
are increasingly pushing pirated 
programs at a hungry audience... we 
have twice as many applications on our 
PCs today than we did three years ago.’ 
[The Guardian] 


software specification /'spftweo 
,Spesifikerf(o)n/ noun detailed informa- 
tion about a piece of software's abilities, 
functions and methods 

software system /'spftweo ,sistom/ 
noun all the programs required for one or 
more tasks 

softwood /'spftwod/ noun wood from 
conifers used in papermaking 

SOHO /'souhou/ abbreviation full form 
small office / home office 

soiled copy /'sorld ,kopi/ noun a copy 
of a book that has been made dirty in a 
shop or warehouse 

sole agency /,soul 'erdsonsi/ noun an 
agreement to be the only person or 
company allowed to represent a company 
or to sell a product in a particular area 
sole agent /,soul 'eid5ont/ noun a 
person who has the sole agency for a 
company in an area 

sole distributor /;ool di'stribjoto/ 
noun a retailer who is the only one in an 
area who is allowed by the manufacturer to 
sell a particular product 

sole owner /,saul 'ouno/ noun a person 
who owns a business on their own, with no 
partners 

sole trader /,soul 'treido/ noun a person 
who runs a business on their own but has 
not registered it as a company 

solid /'splid/ adjective, adverb 1. set with 
no spaces between the lines o This block of 
text has been set solid. 2. 10096 colour, 
without any tints m adjective n cover 
drawn on solid cover glued onto endpa- 
pers 

solid matter /'splid 'mzto/, solid type 
noun text without any leading between the 
lines o The index is set in 7point solid. 
solidus /'splidos/ noun an oblique stroke 
used in printing (/) 


solus 
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solus /'soulos/ solus advertisement 
noun an advertisement which does not 
appear near other advertisements for 
similar products 

sort /so:t/ verb to put things in order o 
The data can be sorted by name or number. 
SORT /so:t/ abbreviation surface oil 
resistance time 

Sorts /so:ts/ plural noun different pieces 
of metal type 

source /so:s/ noun the place where 
something originally comes from 

space /spers/ noun a gap or empty place 
intended for the storage of data m verb to 
arrange things with regular gaps in 
between them 

space bands /speis bendz/ plural 
noun metal wedges which are inserted 
between words in the Linotype slug and 
expand to fill out the correct line width 
space bar /'spers ba:/, space key noun 
a long bar at the bottom of a keyboard on a 
typewriter or computer which makes a 
single space into the text when pressed 
space dots /'spets dots/ plural noun a 
row of dots showing that a space is left 
blank, used in tabular work, price lists or 
catalogues 

spaced-out line /speist aut 'larn/ 
noun a line with wide spaces to make it 
justify without the need for hyphenation 
space mark /'speirs ma:k/ noun a proof- 
reader's mark showing that a space is 
needed 

space out /,spers ‘aut/ verb to leave 
large spaces between characters o The 
company name is written in spaced-out 
letters. 

spacing /spersm/ noun the way in 
which gaps are inserted o The spacing of 
words on that line is rather uneven. 
spacing material /‘spets1y mo,troriol/ 
noun pieces of metal used for spacing 
between letters, words or lines 

special character /,speJ(2)l 'kzerikto/ 
noun a character which is not a normal one 
in a particular font, such as a particular 
accent or a symbol 

special colour /,spef(a)l 'kAlo/ noun a 
printing colour other than one of the four 
process colours 

specialist /‘spefalist/ noun an expert in 
one particular area of knowledge or skill 
specialist bookshop  /;spefolist 
'buk [pp/ noun a bookshop that specialises 
in one type of book 


special order /,spef(2)l 'o:do/ noun an 
order which is different or more important 
than other orders o We have had a special 
order from Canada for 5,000 copies of the 
new title, but the Canadian publisher 
insists on having his own title page. 


special sale /,spe (9) 'seil/ plural noun 
the sale of books by a publisher as a one- 
off deal, not going through the normal 
agents 


special sorts /spej(o)l so:ts/ plural 
noun same as pi characters 


specifications — /spesifr'kerf(o)nz/ 

plural noun detailed instructions about 

work to be done or products to be supplied 
COMMENT: A book specification is either the 
details of the book (unit price, royalty terms, 
quantity printed, etc.) which a publisher 
uses to work out the selling price, or the 
instructions which a publisher gives to a 
printer on typeface, paper quality, format, 
etc. 

specify /'spesifai/ verb to state in detail 

what is required 


Specimen /'spesimrn/ noun 1. a small 
example of something which gives an idea 
of what the whole thing will look like 2. 
one example of a species which shows 
what they all look like 

specimen pages /,spesimin 'peidz1z/ 
plural noun printed pages produced by the 
printer for the publisher to show the 
proposed type style 


spectrophotometer /,spektroufo 
'tnmito/ noun an instrument used to 
measure colour by giving a wavelength-by- 
wavelength analysis of the light reflected 
from the surface 


spectrum /'spektrom/ noun a range of 
attributes or colours 


speculate /'spekjuleit/ verb to form a 
conjecture on the basis of incomplete facts 
or information 


speculation /,spekjo'lerf(o)n/ noun 1. 
a conclusion, theory or opinion based on 
incomplete facts or information 2. 
reasoning based on incomplete facts or 
information 


speed /spi:d/ noun 1. the rate at which 
something moves 2. a measure of the sensi- 
tivity of a photographic material to light o 
High speed film is very sensitive to light. 
speed-read /'spi:d ri:d/ verb to read 
something very fast using a learned tech- 
nique of skimming the text 
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speed up /spi:d 'Ap/ verb to make 
something go faster o We are aiming to 
speed up our delivery times. 

spell /spel/ verb to indicate the letters 
which make up a word 

spellcheck /'spelt fek/ verb to check the 
spelling in a text by comparing it with a 
dictionary held in the computer 
spellchecker /'speltfeka/, spelling 
checker /'spelin ,tfeko/ noun 1. a 
program which looks at the words of a text 
in a computer, checks them against a 
dictionary of correctly spelled words, and 
indicates the words that are incorrect 2. a 
dictionary of correctly spelled words, held 
in a computer, and used to check the 
spelling of a text 

spelling /'speli/ noun the way in which 
words are spelled o The book is printed in 
American spelling. 

spike /spatk/ verb to refuse to print a 
news story. Compare kill 

spine /spain/ noun the edge of a book 
which is all that can be seen when a book 
is upright on a shelf o to display a book 
spine out to put a book on the bookshop 
shelf with the spine outwards. This is less 
eye-catching than face out, where the 
whole of the front cover is seen. Compare 
to display a book face out 

spine brass /'spam bra:s/ noun a 
stamp with the words to be used on a spine 
spine lettering /‘spain ,let(9)r1y/ noun 
the printing of the title and other details on 
the spine of a book 

spinner /'spino/ noun a display rack for 
books, which turns round 

spin off /,spin 'pf/ verb to develop other 
products from an existing product o They 
are planning to spin off a series of informa- 
tion booklets from their encyclopedia data- 
base. 

spinoff /'spinpf/ noun a useful product 
developed as a secondary item from a main 
product o The books are spinoffs from a 
successful children's TV series. 

spiral binding /'sparrol ,barndin/ noun 
a type of binding for collections of papers 
which uses a coiled wire inserted into 
specially punched holes 

spiral bound book /,sparral baund 
'buk/ noun a book in a spiral binding 
spiral roller /'sparrəl ,roulo/ noun an 
inking roller with a spiral groove running 
round it, allowing ink to be spread evenly 
over the plate 


splice /splats/ verb to join two pieces of 
magnetic tape or film together 


split boards /'split bo:dz/ plural noun 
binding boards which are split to take the 
edge of a waste sheet and tapes in hard- 
bound books 


split duct /'split dAkt/, split fountain 
noun the division of the ink duct to allow 
two colours to be printed on different parts 
of the sheet at the same time 


split fraction /,split 'frækfən/ noun a 
fraction which has to be created by the 
typesetter, using superior and inferior 
figures separated by a dash, because it is 
not common enough to appear in standard 
typefaces 


split screen /'split skri:n/ noun a 
system where more than one text can 
appear on a screen at the same time, such 
as the text being worked on and a second 
text which can be called up for reference 


spoil /spoil/ verb to ruin something or to 
make something bad o Half the shipment 
was spoiled by water. o The company's 
results were spoiled by a disastrous last 
quarter. 


spoilage /'spoilidz/ noun 1. paper or 
binding material wasted as a book is being 
printed (NOTE: The US term is makeover.) 
2. the wasting of material during printing 
3. an allowance of extra material to allow 
for wastage on the machine o We have 
allowed an extra 1096 of paper for 
spoilage. 

spoils /spoilz/ plural noun sheets which 
are badly printed at the beginning of a run 
and are waste 


sponsor /'sppnso/ noun a person or 
organisation that pays all or part of the 
expenses for an event or period of study m 
verb to pay to support an activity or person 


sponsored book /sponsod 'bok/ 
noun a book that has been published with 
money from a sponsor 


sponsoring editor /'sponsorrr ,edito/ 
noun an editor at a publishing house who is 
responsible for building a list by acquiring 
titles from packagers or from other 
publishers 


sponsorship /'sppnso[tp/ noun the act 
of sponsoring something or somebody o 
Government sponsorship of overseas 
selling missions. 

Spot /sppt/ noun a round mark 


spot colour 
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spot colour /'sppt ,kala/ noun the use 
of small areas of colour on a page, as for 
headings or small diagrams 


spotting /‘spu:linj/ noun the act of 
retouching or covering up marks on 
artwork or film before printing 


spot varnish /'sppt ,va:nrf/ noun the 
use of small areas of varnish on a jacket or 
cover, to make it look more attractive or 
interesting 


spray /sprei/ noun liquid in the form of 
small drops, such as the substance put onto 
newly-printed sheets to avoid set-off 


spray adhesive /'spre: od,hi:siv/ noun 
glue in an aerosol can, which is used for 
pasting up artwork and allows the designer 
to reposition the artwork if necessary 


spread /spred/ noun 1. two facing pages 
in a book or magazine, which are treated as 
a single item and designed together 2. the 
tendency of ink to creep outwards by 
absorption into the paper m verb to thicken 
the lines of an image to make them repro- 
duce better 


spreadsheet /'spredfi:xt/ noun a 
computer program that allows the calcula- 
tion of numbers in both columns and rows 


spring-back /'sprig bak/ noun 1. a 
tendency of a flat sheet to go back to its 
original flat shape after being folded 2. a 
binding for account books and other bound 
stationery which allows the pages to lie flat 
when open 

sprinkled edge /spripgk(o)ld ,ed3/ 
noun the edge of a book which has been 
sprayed with splashes of ink for decoration 


spur /spa3:/ noun a little line running side- 
ways from the rounded bowl of a letter ‘g’ 
or up from the loop of an ‘f’ 


square /skweo/ noun 1. a shape with 
four equal sides and four right angles o 
Graph paper is drawn with a series of 
small squares. 2. a way of measuring area, 
by multiplying the length by the width o 
Paper weight is measured in grammes per 
square metre. m verb a to square correc- 
tions to add in text in order to balance 
deleted text, thus avoiding remake-up of 
pages o to square up illustrations to 
adjust illustrations by cropping or 
airbrushing to make them level and rectan- 
gular 


square back /skweo bek/ adjective 
relating to a style of binding where the 
spine is flat 


square bracket /,skweo 'brekit/ noun 
either of a pair of symbols, [ ], used in 
keying, printing and writing especially to 
indicate the insertion of special commen- 
tary, e.g. that made by an editor 
squared paper /,skweod 'perpo/ noun 
paper printed with a series of small squares 
square measure /,skweo 'mezo/ noun 
area in square feet or metres, calculated by 
multiplying width and length 
squares /skweoz/ plural noun the 
projection of the boards of a cased book 
beyond the size of the trimmed page, 
usually by about 3mm 
square serif /skweo 'serif/ noun a 
typeface where the serifs are straight and 
thicker than other strokes 
squash /skwpf/ noun the spread of ink 
beyond the correct image area 
squeegee /'skwi:d3it/ noun a rubber 
sponge for spreading ink through the 
screen in screen process printing 
SRA sizes plural noun sizes of stock 
sheets of printing paper for printing bled 
work 
COMMENT: There are three SRA sizes: 
SRAO (900 x 1280mm), SRA1 (640 x 
900mm) and SRA2 (450 x 640mm); see 
also RA sizes, which are slightly smaller. 
S/s abbreviation same size 
SSL abbreviation Secure Sockets Layer 
Stab /stzeb/ noun a number of people 
working in a company. Full form estab- 
lishment 
stabbing /'stæb1y/, stab-stitching noun 
a method of sewing a very thick book with 
wire through the sides of the folded sheets, 
and not at the fold 
stack /staek/ noun 1. a pile of things one 
on top of another o a stack of order forms 
2. a large and ordered collection of books 
kept in another area for reference m verb to 
pile things on top of each other o The 
binder's boxes are stacked in the ware- 
house. 
stacking /'stzkin/ noun 1. the act of 
piling items up one on top of the other 2. 
metal or wooden shelves for storing large 
quantities of books or paper in a warehouse 
Staff /sta:f/ noun permanent employees 
staff writer /'sta:f ,rarto/, staffer 
/'starfa/ noun a reporter employed full- 
time on a newspaper 
stage /ste1d3/ noun one step in a process 
stain /stem/ noun a permanent colour 
mark o The MS was covered with round 
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stains from coffee cups. m verb to give the 
edges of pages a permanent colour o The 
tops of the pages are stained blue. 

stamp /staemp/ noun something which 
marks another object to show that it has 
been processed m verb to use a rubber 
stamp to mark something o The books are 
stamped with the date for return. 

stamp duty /'stæmp ,dju:ti/ noun a tax 
on legal documents, such as the convey- 
ance of a property to a new owner 
stamping /'stzempry/ noun the making 
of a design on the cover of a book, using 
gold leaf or ink 

stamping die /'stæmpıņ day noun a 
metal stamp for blocking the case of a book 
stamp pad /'stemp pæd/ noun a soft 
pad of cloth with ink on which a stamp is 
pressed before marking the paper 

stand /staend/ noun an arrangement of 
shelves, tables or boards at an exhibition 
for showing a company's products 
standard /'stzeendod/ noun a level by 
which people or the quality of work can be 
judged m adjective normal or usual o They 
received the standard letter of reply just 
like everyone else. 

standard agreement /,stzndod o 
'grixmont/, standard contract /,staendod 
'kontraekt/ noun a normal printed contract 
form 

Standard Book Number /,stzndod 
'buk ,nambo/ noun an older form of the 


International Standard Book Number. 
Abbr SBN 

standardisation /,staendodar 
'zerf(o)n/, standardization noun the 


process of making sure that everything fits 
a standard or is produced in the same way 
o standardization of cover design in a 
series 

standardise  /standodaiz/ stand- 
ardize verb to make sure that everything 
conforms to the same standard 

standard letter /,staendod 'leto/ noun a 
letter which is sent to several different 
addresses without any change in the text 
standard of living /stzendod ov 
‘livin/ noun the quality of personal home 
life, e.g. the amount of food or clothes 
bought, the size of the family car, money 
spent on leisure activities. Also called 
living standards 

standard page /,stzendod 'perd3/ noun 
the largest page size that can be printed on 
a press 


standing element /'stzndry ,elrmont/ 
noun an element of a page layout which 
remains the same on every page, giving a 
publication consistency 

standing order /,stzendry 'o:do/ noun 
1. a regular order for each edition of a 
serial or annual publication 2. an instruc- 
tion to your bank to pay a fixed regular 
amount of money to a named person or 
organisation 

standing type /‘'stendin tarp/ noun 
pages of a book in metal type which are 
kept by the printer in case a reprint is 
needed, and for which the publisher pays 
rent 

staple /'sterp(o)/ noun a small bent 
piece of metal which is forced into papers 
to hold them together m verb to join papers 
together using a stapler a to staple papers 
together to attach papers with staples o He 
could not take away separate pages, 
because the documents were stapled 
together. 

stapler /'sterplo/ noun a tool used to 
force staples through papers or other mate- 
rials to hold them together 

Star /sta:/ noun same as asterisk m verb 
same as asterisk 

starred /sta:d/ adjective with a star 
printed or written on it o The starred para- 
graphs are to be indented. 

star signature /'sta:  signit fo/, 
starred signature noun a signature with a 
signature mark followed by a star, showing 
that it has to be bound as an insert inside 
another section 

start page /'sta:t peid3/ noun the 
webpage to which a visitor to a website is 
automatically taken first, or the page to 
which a user is automatically taken first 
whenever he or she goes online 
statement /'steitmont/ noun a formal 
or official account of events 

statement of account /,steitmont ov 
o'kaunt/ noun a list of invoices and credits 
and debits sent by a supplier to a customer 
at the end of each month 

statement of expenses /,tertmont 
av rk'spensiz/ noun a detailed list of 
money spent 

state-of-the-art /steit ov ði 'a:t/ 
adjective as technically advanced as 
possible 

state publishing /,stert 'pablrfry/ 
noun publishing which is organised by a 
government 


station 
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station /sterf(o)n/ noun a point in a 
network at which work can be input to the 
main system 

stationery /'sterf(o)n(o)ri/ noun paper 
equipment in an office, e.g. envelopes and 
writing paper 

stationery binding /'sterf(o)n(o)ri 
,baindin/ noun a binding style which is 
used for books that are to be written in, and 
therefore must lie flat when open 

statute /'stzet [urt/ noun a regulation or 
law 

statute book /'stat Ju:t buk/ noun a list 
of laws passed by parliament 

statutory /'staet fot(o)ri/ adjective fixed 
by law 

statutory deposit copy 
Astat[ot(o)ri di'ppzit ,kppi/ noun a 
copy of a book or other publication which 
has to be deposited with a national library 
according to law 

stay of execution /ster ov eksi 
'kju: f(o)n/ noun a temporary stopping of a 
legal order o The court granted the 
company a two-week stay of execution. 
steel engraving /sti:l mm'grervin/ 
noun an engraved plate, used for printing 
delicate designs such as banknotes 

stem /stem/ noun 1. a vertical main part 
of a printed letter 2. the main part of a piece 
of metal type 

stencil /stensol/ noun a template of 
shapes or letters which can be used to 
produce a design or written information 
stencilled /stensold/ adjective relating 
to copies made with a stencil 

Step /step/ noun one of a series of stages 
used to accomplish a task m verb to cut 
something in steps 

step and repeat /,step on ri'pi:t/ noun 
a method of taking a single image and 
repeating it many times on a sheet of paper, 
used e.g. when printing stamps 

step index /'step ,mdeks/ noun an 
index where the outside margin of the book 
is cut away in a series of steps down the 
page, each step being marked with a tag 
and a letter of the alphabet, often used for 
address books. Also called cut-in index 
stereo /'steriau/, stereotype 
/'steriotaip/ noun a duplicate printing 
plate, cast in metal or plastic from a mould 
taken from metal type 

Stet phrase an instruction to a printer to 
leave something without making any 
corrections which have been instructed 


(NOTE: From the Latin word meaning 'let it 
stand’.) m verb to ignore a correction in text 
o He phoned the printer to tell him to stet 
the correction on the last page of proofs. 
COMMENT: When instructing the compositor 
not to change a typeset text, the part to be 
left without changes is underlined with a 
dotted line and the word 'stet' is written in 
the margin (nowadays, a tick is also used). 
Stick /stik/ verb to attach something with 
glue or other adhesive o to stick a stamp on 
a letter o They stuck a poster on the door. 
Sticker /'stiko/ noun a small piece of 
gummed paper or plastic to be stuck on 
something as an advertisement or to indi- 
cate a price m verb to put a price sticker on 
an article for sale o We had to sticker all the 
stock. » resticker 
stick-up initial /'stik Ap r,nrf(o)l/ noun 
an initial letter set in a larger size than the 
rest of the text, the letter being on the base 
line and rising above the ascender line 
Sticky /'strki/ adjective referring to a 
website that attracts visitors, especially 
one that keeps them interested for a long 
time 
Stiff /stif/ adjective hard or not bending 
easily 
stiff cover /,stif 'kAvo/ noun a cased 
cover, or a cover in thick boards, as 
opposed to a limp cover 
stiffener /'stif(o)no/ noun a strip of thin 
card glued to the inside of a cloth spine to 
make it stiff 
stiff leaf /'stif li:f/ noun a piece of paper 
that has been strengthened by having 
another leaf pasted onto it 
Still /stil/ noun one single frame from a 
video or film 
stillage /'stılıdz/ noun a flat wooden 
base on which goods can be stacked for 
easy handling by a fork-lift truck 
stipple /'strp(o)l/ noun a pattern of irreg- 
ular dots to produce a tone m verb to put a 
pattern of coloured dots on paper 
COMMENT: Stippling involves | making 
irregular patterns of dots or patches of 
colour, as opposed to marbling which 


involves irregular swirling patterns of lines 
of colour. 


stippled — endpapers  /stip(o)ld 
,endperpoz/ plural noun endpapers deco- 
rated with a pattern of colours 

stipulate /'stipjulerit/ verb to demand 
that a condition be put into a contract o to 
stipulate that the contract should run for 
five years o to pay the stipulated charges o 
The company failed to pay on the date stip- 
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ulated in the contract. o The contract stip- 
ulates that the author is liable for libel 
costs. 

stipulation /,strpju'lerf(a)n/ noun a 
condition in a contract 

stitch /stit f/ verb to bind the pages of a 
book, pamphlet or other publication with 
thread or staples 

stitcher /stitfo/ noun a machine for 
stitching pages together 

stitching /'stitfm/ noun the act of 
attaching pages together with wire or 
thread 

STM abbreviation scientific, technical and 
medical 

stochastic screening /sto,kestik 
'skrimi/ noun a method of printing a 
photograph or illustration by breaking the 
image up into a random series of dots, 
which when printed merge into a contin- 
uous tone. Also called FM screening 
Stock /stpk/ noun the total quantity of 
items available for use or sale a in stock, 
out of stock available or not available in 
the warehouse or shop o We hold 2,000 
titles in stock. o The title went out of stock 
just before Christmas but came back into 
stock in the first week of January. o We are 
out of stock of this series. m verb to hold 
goods for sale in a warehouse or shop o 
The wholesaler stocks 2,000 titles. 

stock chest /'stpk tfest/ noun a 
container in which stock is kept before it is 
drawn off into the papermaking machine 
stock code /'stpk koud/ noun numbers 
and letters which refer to an item of stock 
stock control /'stok kon,troul/ noun 
the process of keeping records of how 
much stock is bought and sold 

stock controller /stpk kon,troulo/ 
noun a person who notes movements of 
stock 

stock depreciation /'stok dipri:Ji 
,eif(o)n/ noun a reduction in the value of 
stock which is held in a warehouse for 
some time 


COMMENT: Stock depreciation is calculated 
by the publisher according to a system 
agreed with the company's auditors. Stock 
is generally depreciated according to its 
saleability: a reference book or popular 
classic which might continue to have a 
steady sale over a period of years may not 
be depreciated at all. On the other hand, a 
topical book (such as one on the current 
Olympic Games) may be written off 
completely, since it will not sell at all once 
the event it commemorates has passed. 
The effect of depreciation is to lower the 


profit in the current year, and (if the book 
continues to sell) to increase the profit in the 
following year. Depreciated stock can be 
sold to remainder merchants. 
stock figures /'stpk ,f1gaz/ plural noun 
details of how many goods are in a ware- 
house or shop on a particular date 
stocking filler /stpki ,frlo/ noun a 
small item such as a small format book, 
which can be used to put into a Christmas 
stocking 
stock in hand /,stok 1n ‘hend/ noun 
the stock held in a shop or warehouse 
stock-in-trade /,stok in 'treid/ noun 
goods held by a business for sale 
stockist /'stpkist/ noun a person or shop 
which stocks a particular item 
stock level /'stpk |lev(o)l/ noun a quan- 
tity of goods kept in stock o We try to keep 
stock levels low during the summer. 
stocklist /‘stoklist/ noun a list of items 
carried in stock 
stock paper /'stpk ,perpo/ noun paper 
which a printer always carries in stock 
stock report /'stok rrpo:t/ noun a 
computer printout showing the number of 
copies or items in stock 
stock return /'stpk rr,ta:n/ noun details 
which a printer supplies to a publisher 
showing the stocks held of books or printed 
sheets 
stockroom /'stokru:m/ noun a room 
where items that are not immediately 
needed are stored 
stock size /'stok sa1z/ noun the normal 
size of something o The book is in an odd 
format and needs a non-stock size paper 
which had to be ordered in. 
stocktaking /'stokterkm/ noun the 
process of checking the amount of avail- 
able stock against records 
stocktaking sale /'stpkterkm ,seil/ 
noun a sale of goods cheaply to clear a 
warehouse before stocktaking 
stock turn /'stpk t3:n/ noun the total 
value of stocks sold in a year divided by the 
average value of goods in stock o The 
company has a stock turn of 6.7. 
stock turnover /,stpk 't3:nouvo/ noun 
the total value of stock sold in a year 
divided by the average value of goods held 
in stock 
Stock up /,stpk 'Ap/ verb to buy supplies 
of something which will be needed in the 
future o They stocked up with computer 
paper. 


stock valuation 
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stock valuation /,stpk ,vaelju'erf(o)n/ 
noun the process of estimating the value of 
stock at the end of an accounting period 
stone /stoon/ noun 1. a flat surface, 
usually metal, on which the pages of metal 
type are made up into formes 2. a hard 
mineral surface formerly used in lithog- 
raphy 

stone engraving /'stoon in,greivim/ 
noun an engraving of a lithographic stone 
stone hand /'stoun hend/, stoneman 
noun a person who imposes pages 

stone proofs /'stoun pru:fs/ plural 
noun US final proofs which are run off just 
before the printing run starts 

Stop /stpp/ noun 1. the end of an action 2. 
the point where a line ends, or where it 
meets another line at right angles m verb to 
cause something not to move any more 
stop cylinder /stop ,silindo/ noun a 
letterpress cylinder which rotates once to 
print a sheet, then prints the next sheet after 
the bed has returned to its place 

stop out /,stpp ‘aut/ verb to paint out 
parts of a negative to make sure they will 
be etched when blocks are being made 
stopped heading /,stopt 'hediy/ noun 
a heading which runs across the top of 
columns in an account book, the vertical 
rules ending where they meet the heading 
stop press /'stpp pres/ noun a small 
section in a newspaper, reserved for very 
late items of news 

storage /'sto:rid3/ noun 1. the process 
of placing or keeping goods in a store 2. a 
place for storing things 3. money charged 
for keeping goods in a store 

storage capacity /'sto:rids ko,pzsiti/ 
noun space available for storage 

storage facilities /'st»:rids fo,silitiz/ 
plural noun room or space in which to store 
items 

storage unit /'sto:rids ,ju:nit/ noun a 
device attached to a computer for storing 
information on disk or tape 

Store /sto:/ nouna place where items can 
be kept until needed m verb to place items 
into safe keeping 

store and forward /,sto: on 'foowod/ 
noun à communications system that stores 
a number of messages before retransmit- 
ting them 

storekeeper /sto:ki:po/, storeman 
/‘stormon/ noun a person in charge of a 
storeroom 


storeroom /'sto:ru:zm/ noun a room 
where stock can be kept, e.g. a small ware- 
house attached to a factory 

Story /'sto:ri/ noun a narrative tale 
storyboard /'sto:ribo:d/ noun a plan- 
ning document used by producers of 
broadcast programmes 

storyline /'sto:rilam/ noun a rough 
description of the story of a sequence of 
photographs or other illustrations 
straight edge /'streit ed3/ noun a paper 
edge which is cut straight 

straight matter  /streit ,meto/, 
straight text noun text which is contin- 
uous, with no changes of layout o The MS 
is 105 pages of straight text. 

straight run /'strert rAn/ noun printing 
on a press with no changes of plate 
strain /strein/ verb to remove impurities 
or solid matter from a liquid by passing it 
through a mesh 

strainer /stremno/ noun a metal 
container through which paper pulp is 
passed to remove impurities 
strawboard /'stro:bo:d/ noun board 
used for cheap cased bindings, made from 
straw 

stream /strixm/ noun a mass of things 
such as people or traffic, all going in the 
same direction a to come on stream to 
start production 

streamer /'stritmo/ noun 1. a device for 
attaching a tape storage unit to a computer 
2. a large headline running across a page of 
a newspaper 3. a long strip of paper or 
ribbon, used for publicity purposes or as a 
decoration 

stream feeder /'strixm ,fi:da/ noun a 
device for moving sheets of paper into the 
press, each sheet slightly overlapping the 
next 

streaming /'strixmm/ noun the reading 
of data from a storage device in one contin- 
uous operation, without processor inter- 
vention 

Street /stri:t/ noun same as river 

street directory /'stri:t dar, rekt(o)ri/ 
noun a list of people living in a street, or a 
map of a town which lists all the streets in 
alphabetical order in an index 

street plan /'stri:t plaen/ noun a map of 
the streets in a particular town. Also called 
town plan 

stress marks /'stres ma:ks/ plural 
noun small marks which indicate where 
the stress falls on a word, used in phonetics 


255 


sub-editor 





strike /stratk/ verb 1. to hit something o 
The printing head strikes the ribbon and 
the paper at the same time. 2. to make a 
matrix for casting type, by hitting the blank 
metal with a punch 

strike out /'strark aut/ verb to cross out 
a Word or text 

strike-through /'straik @ru:/ noun ink 
which seeps through paper and is visible 
on the other side of the page. Compare 
show-through 

stringer /'strigo/ noun a journalist who 
works freelance for a newspaper, paid by 
the article, covering events in a particular 
town or country 

strip /strip/ noun a narrow piece of paper 
or film m verb to remove something o They 
stripped the covers off the book and 
replaced them with new ones. 

strip cartoon /'strip ka:,tu:n/ noun a 
series of humorous drawings telling a story 
strip in /,strrp 'tn/ verb to insert a small 
patch of paper or film in a hole cut in the 
main sheet of paper or film o The correc- 
tions to the text have been stripped in on 
the film. 

stripping /'striprp/ noun an imposition 
for offset printing, by making film up into 
imposed pages, sticking the pieces of nega- 
tive or positive film onto backing, ready for 
filming 

stripping-film /'stripr frlm/ noun a 
very thin film used for making corrections 
stripping-in /,strrpry 'ın/ noun the act 
of making a correction to a film or bromide 
by cutting a hole in the original to remove 
incorrect text and insert correct text 
stroke /strouk/ noun a basic curved or 
straight line that makes up a character 
stub /st ab/ noun a small section of paper 
left after folding 

stub binding /'stab ,barmndry/ noun a 
binding process where the folded sections 
are sewn to stubs of paper which are then 
glued to form the spine 

studies /'stadiz/ noun a particular 
subject of study, especially an educational 
course or academic specialisation 

studio /'stju:diou/ noun a place where 
people such as designers, film producers or 
artists work 

study aid /'stadi erd/ noun educational 
material such as a book or CD for sale to 
students who want to learn by self-study at 
home 


Stuff /staf/ verb to put papers into enve- 
lopes o We pay casual employees £6 an 
hour for stuffing envelopes. 


stuffer /'st^fo/ noun 1. advertising paper 
to be put in an envelope for mailing 2. 
ingredients for making paper 


style /stail/ noun the way in which a 
particular writer or editor uses words, 
sentences and layout to produce a recog- 
nisable publication 


style manual /'stail ,mznjool/ noun a 
book or notes prepared to show the details 
of the house style of a publisher or printer 


style sheet /'stail fi:t/ noun a printed 
sheet, listing all the rules of house style for 
a publishing company or for contributors 
to a magazine, which has to be followed by 
authors and editors 


stylus /'stailos/ noun a small pointed 
object which is used in computer graphics 
to direct the cursor 


sub /sab/ noun wages paid in advance m 
verb to sub-edit a text 


sub- /sab/ prefix combining with nouns to 
give the meaning of less important 


sub-agency /'sab ,erd3ənsi/ noun a 
small agency which is part of a large 
agency 

sub-agent /'sab ,eidzont/ noun a 
person who is in charge of a sub-agency 


subbing noun the editing of a manuscript 
before it is sent for typesetting 


subdivision /'sabdiv13(9)n/ noun a 
section of a text within a division 


subdomain name  /sA4bdo'mern 
,neim/ noun 1. a second level of Internet 
domain names created by the administrator 
of the domain 2. a subdivision of the two- 
letter country domain names into two- or 
three-letter organisational subdomains, 
e.g. ‘ac.uk’ for United Kingdom academic 
sites and ‘com.au’ for Australian commer- 
cial sites. 


sub-edit /,sab 'edit/ verb to read, mark 
and correct a manuscript text, so that it fits 
house style, making sure that the facts in it 
are correct, that the illustrations are 
obtained and are correctly referred to in the 
text, that the index and page numbers are 
correct, etc. o The sub-editing of the MS 
will take about four weeks. 

sub-editor /'sAbedito/ noun a person 
who corrects and checks articles in a news- 
paper before they are printed 


sub-heading 
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sub-heading /'sab ,hedry/, sub-head 
noun a subsidiary heading which divides 
text into shorter sections 


sub in /,sab 'rn/ verb to manage to sell a 
certain number of copies of a title into a 
bookshop 


subject /sAbdzikt/ noun an idea for 
study, discussion or treatment 

subject bibliography  /sAbdzikt 
bibli,pgrefi/ noun a list of documents, 
articles and books that are relevant to a 
certain subject, with details such as author, 
publisher and date of publication 


subject catalogue — /'sabdzaikt 
,katolpg/ noun a catalogue which lists 
books according to their subjects 
subject entry /sAbdaikt  entri/, 
subject heading /'sAbdzikt ,hedin/ noun 
an index or catalogue heading which indi- 
cates the main subject of a document 


subject index /sabdszikt ,mndeks/ 
noun à list of subjects covered by a library 
with the class numbers to indicate where 
materials can be found 


subject line /'sabdsikt larn/ noun a line 
in an e-mail that indicates the subject of the 
message 


subject to /sab'dzekt tu:/ adjective 
depending on 
sub judice /,sab 'dau:disi/ adjective 
being considered by a court and so not to 
be mentioned in the media o The papers 
cannot report the case because it is still 
sub judice. 
sublicense /sAblars(o)ns/ verb to 
license somebody else to use something 
that you have been licensed to use 
COMMENT: For example, a publisher who 
has been licensed to publish a translation of 
a text may (with the agreement of the 
original copyright holder) sublicense 
another publisher to reprint the translated 
text locally. 
submission /sob'mrf(o)n/ noun 1. the 
act of submitting something 2. a manu- 
script or synopsis that is submitted to a 
publisher 


submit /sob'mit/ verb 1. to put some- 
thing forward to be examined o He 
submitted a claim to the insurers. o The 
reps are asked to submit their expenses 
claims once a month. 2. to send a manu- 
script to a publisher, asking for it to be 
considered for publication o He submitted 
the MS to six publishers before getting a 
positive response. 


subscribe /sob'skraib/ verb 1. to agree 
to pay for and receive or use something 
over a fixed period of time, e.g. a period- 
ical, a series of books, or a set of tickets to 
musical or dramatic performances 2. to add 
one's name and e-mail address to a mailing 
list in order to receive messages from a 
website automatically, with or without 
charge 

subscriber /sob'skraibo/ noun a user 
who chooses to receive information, 
content or services regularly from some- 
thing such as a website 

subscript /‘sabskript/ noun a figure 
printed in a smaller size and lower down 
than a normal figure, i.e. below the base 
line. » superscript (NOTE: Used in chem- 
ical formulae: CO,.) 

subscription /sob'skripfon/ noun 1. 
money paid to become a member of an 
organisation or to receive regular publica- 
tions 2. the process by which a bookseller 
agrees to order a certain number of copies 
of a title from the publisher 
subscription agent /sob'skripfon 
,eidaont/ noun a person or company who 


helps libraries to acquire electronic 
resources from publishers 
subscription-based publishing 


/sob,skripfon berst 'pAblrfrp/ noun a 
form of publishing in which content from a 
website, magazine, book or other publica- 
tion is delivered regularly by email or other 
means to a group of subscribers 
subscription library /sob'skripfon 
Jaibrori/ noun a private library which 
people can join by paying a subscription 
subscription management /səb 
'skripfon ,meenid3mont/ noun the 
process of ensuring that booksellers 
receive all the copies of books that they 
have agreed to stock 

subscription price  /sob'skripfon 
prars/ noun a special price for a magazine 
subscription rates  /sob'skripfon 
reits/ plural noun the amount of money to 
be paid for a series of issues of a magazine 
subsidiary /sob'sidiori/ adjective less 
important o They agreed to most of the 
conditions in the contract but queried one 
or two subsidiary items. 

subsidiary company /sob,sidiori 
'kamp(o)ni/ noun a company that is 
owned by a parent company 

subsidiary rights /sob'sidiori raits/ 
plural noun rights other than the right to 
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publish a book in its first form, e.g. paper- 
back rights, rights to adapt the book, or 
rights to serialise it in a magazine 


subsidise /'sabsidaiz/, subsidize verb 
to help an organisation by giving money o 
The government has refused to subsidise 
the car industry. 


subsidised publication /,sabsidaizd 
;pAblr'kerf(o)n/ noun a publication which 
is partly paid for by a subsidy from an offi- 
cial body or from a sponsor 


subsidy /'sAbsidi/ noun money given to 
help something which is not profitable o 
The country's publishing industry exists on 
government subsidies. 


subsidy publishing — /'sabsidi 
,pAblifrg/ noun a type of publishing in 
which the authors pay a fee to a traditional 
publishing company, in return for their 
organising for it to be printed, marketed 
and distributed under their own imprint 


substance /'sabstons/ noun the weight 
of paper, as shown by the grammage or, in 
the USA, as pounds per 500 sheets 


substitute /'sabstitju:t/ verb to put or 
use something in the place of something 
else m noun a person or thing which takes 
the place of somebody or something else 


substitution error /,sAbstr'tju:f(o)n 
,ero/ noun an error made by a scanner 
which mistakes one character or letter for 
another 


substrate /'sabstrert/ noun 1. a surface 
on which text or illustrations are printed 2. 
card or board used for making boxes 


subtitle /s4btart(o)| noun 1. the 
secondary title of a book 2. words written 
at the bottom of a television or cinema 
screen to enable the spoken words to be 
read m verb to give a subtitle to a book o 
The book is subtitled 'A study in African 
politics’. 

subtractive /sob'trektiv/ noun a 
colour which is the complement of another, 
i.e. it filters out that colour from white light 


subtractive colours § /sob,trektiv 
'prammoriz/, subtractive primary 
colours, subtractive primaries plural 
noun the process primaries, cyan, magenta 
and yellow, which when combined make 
black 

subtractive process /sob'trektiv 
,prouses/ noun in printing, the production 
of colour using the three subtractive prima- 
ries. This method of colour reproduction 


works by suppressing colours as they are 
reflected from white paper. 

suction box /'sakfon bpks/ noun a 
device which removes water from paper as 
it is formed, by sucking the liquid out 
under a vacuum as the paper passes over 
the box 

suction feeder /'sAkfon ,i:do/ noun a 
machine which lifts a sheet of paper with 
suction caps before feeding it into a 
printing press 

suction roll /'sAk fon roul/ noun a metal 
cylinder with perforations, which has a 
suction box inside it. Also called rotary 
suction box 

Sue /sju:/ verb to take somebody to court 
or to start legal proceedings against some- 
body to get money as compensation o He is 
suing the publisher and the author for 
libel. 

Suffix /'sAfiks/ noun a word or group of 
letters added to the end of a word which 
changes the grammar and meaning 
sulphate process /'salfeit ,prouses/, 
sulfate process noun an alkaline process 
for digesting woodpulp, where ground- 
wood is heated with caustic soda and 
sodium sulphide, giving a strong pulp used 
to make kraft paper 

sulphite process /'sAlfait ,prouses/, 
sulfite process noun an acid process for 
digesting woodpulp, where groundwood is 
heated with lime and sulphur dioxide to 
produce the pulp from which chemical 
paper is made. The paper is of better 
quality than that made by the sulphate 
process, and if beaten becomes translucent. 
sulphite pulp /'sAlfart palp/ noun pulp 
which has been treated by the sulphite 
process 

summarise /'samoraiz/, summarize 
verb to give a brief description of the main 
points 

summary /'sameri/ noun a short version 
of something giving only the main points 
sunk cord sewing /'sank ko:d ,sour/ 
noun à binding process where the cords lie 
in notches cut in the backs of the signatures 
super /'su:po/ noun thick gauze used to 
make the hinge between the boards and the 
book block 

supercalender /'su:pokzlondo/ noun 
a machine through which damp paper is 
passed after it has left the papermaking 
machine, used to make smooth, hard and 
glossy paper 


supercalendered paper 
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supercalendered paper 
l'surpokzonded ,perpo/ noun paper with 
a smooth shiny surface made by passing it 
through a supercalender 
supercalendering 
l'surpokzlondorip/ noun the process of 
giving a very smooth finish to paper by 
passing it through a supercalender 
superimpose /,su:porrm'pouz/ verb to 
place something on top of something else 
superimposition /,surpormpo 
'z1J(a)n/ noun the act of enhancing an 
image by blocking part of a negative and 
exposing it again 

superior /su'prorio/ adjective referring 
to figures or letters which are set in smaller 
size and printed higher up above the x 
height (NOTE: Used in scientific setting: 10" 
12. The opposite is inferior.) 
supermarket /su:poma:kit/ noun a 
large store, usually selling food, where 
customers serve themselves and pay at a 
checkout desk o Supermarket sales are 
more and more important to mass market 
publishers. 

superscript /'su:poskrript/ noun a small 
character printed at a higher level than the 
rest of the line of writing. » subscript 
supershift /'su:pof1ft/ noun a level of 
shift on a typesetting keyboard which 
makes another font available 

super VGA/,su:po vi: d3i: 'e1/ noun full 
form of SVGA 

supplement /'sAplimont/ noun 1. mate- 
rial printed at the back of a book o A useful 
supplement gives details of hotels and their 
room rates. 2. an extra volume or section in 
a reference book, containing new material 
which is not in the main text 3. a special 
extra section of a newspaper, usually on a 
special subject o The travel supplement 
comes with the weekend issue of the paper. 
m verb to add to something o We will 
supplement the warehouse staff with six 
part-timers during the Christmas rush. 
supplier /so'plaro/ noun a person or 
company that provides goods, services or 
equipment 

supply /sa'plat/ verb to provide, give or 
sell something to somebody m noun 1. the 
act of providing something that is needed o 
problems concerning the supply of books 
to schools 2. a stock of something that is 
needed a the law of supply and demand 
a general rule that the amount of a product 
which is available is related to the needs of 
the possible customers 


suppress /so'pres/ verb to prevent 
something from being known or done 
suppression /so'preJ(o)n/ noun the act 
of preventing something being published 
surcharge /'ss:tfa:da/ noun an extra 
charge 

surface /'sa:frs/ noun the outside layer 
of something 

surface oil absorption time /,s3:f1s 
‘oil ob,zorpfon ,taim/, surface oil resist- 
ance time noun the time taken for oil to be 
absorbed by paper. Abbr SOAT, SORT. » 
PIRA SOAT 

surface paper /'ssa:f1s ,perpo/ noun 
coated paper with a shiny smooth surface, 
which has been coated with a mixture of 
china clay and size 

surface plate /'ss:fis pleit/ noun a 
normal litho plate 

surface strength /'ss:fis stren0/ noun 
the ability of the surface of paper not to 
stick to a sticky substance 

suspend /so'spend/ verb to stop some- 
thing for a time o We have suspended 
payments while we are waiting for news 
from our agent. o Mailings have been 
suspended until the autumn. 
suspension /so'spenfon/ noun the 
stopping of something for a time 
suspension points /so'spenf(o)n 
points/ plural noun a series of dots printed 
close together, to show a hesitation 
SVGA /,es vi: dai: 'e1/ noun a graphics 
display system which allows resolutions of 
up to 800 x 600 pixels with 16 million 
colours. Full form super VGA 

swap up /,swpp 'Ap/ verb to exchange 
one of a company's books for that of 
another publisher in a bookshop 

swash initial /‘swoJ r,nrf(o)l/ noun an 
ornamental swash letter used as the first 
letter of a chapter 

swash letters /'swof ,letaz/ plural 
noun ornamental italic letters with elegant 
curves at the ends of the strokes 

swatch /sw»pt f/ noun a small sample 
swell /swel/ nouna particularly thick part 
of sewn sections, caused by the thread 
swelled rules /'sweld ru:lz/ plural noun 
ornamental rules which are fatter in the 
centre than at the ends 

Switch /swit f/ to change from one thing 
to another o We have switched printers. 
switch over to /,swit f 'ouvo tu:/ verb 
to change to something quite different o We 
have switched over to a French supplier. o 
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The factory has switched over to web-fed 
machines. 

swung dash /swag 'dæf/ noun a 
printing symbol (~) used in dictionaries to 
show that a headword is being repeated, or 
a sign used in some computer programs to 
indicate a carriage return 

symbol /'simbol/ noun a shape, icon or 
picture which represents something else 
syndicate /'sindikeit/ verb to produce 
something such an article or drawing 
which is published in several newspapers 
or magazines at the same time 
syndicated /'sındıkertıd/ adjective 
published in several newspapers or maga- 
zines o He writes a syndicated column on 
personal finance. 

syndicator /'sindikerto/ noun software 
which allows Internet content to be shared 
and published by other users 

synonym /'sinonim/ noun a word or 
phrase which has almost the same meaning 
as another word or phrase 


synonymous /sr'npnimmos/ adjective 
meaning the same o The words 'error' and 
‘mistake’ are synonymous. 


synopsis /si'nppsis/ noun a summary of 
a longer text (NOTE: The plural is 
synopses.) 

synthetic materials /sın,ðetık mo 
'troriolz/ plural noun substances made as 
products of a chemical process 


synthetic paper /sin'Oetik ,perpo/ 
noun paper made using man-made fibres, 
which does not contain any cellulose 


System /'sistom/ noun a set of rules or 
plans which are used to accomplish a task 


systems analysis /sistomz ə 
nalesis/ noun a process of using a 
computer to suggest how a company 
should work by analysing the way in which 
it works at present 

systems analyst /'sistomz ,znolist/ 
noun a person who specialises in systems 
analysis 


tab /tzeb/ noun a small piece of paper 
attached to a sheet or card to draw attention 
to something 

tabbing /'taebrg/ noun movement of the 
cursor in a word-processing program from 
one column to the next o Tabbing can be 
done from inside the program. 

tab card /'ta&b ka:d/ noun a card with a 
small tab, used in a card index 

tab index /'æb ,mdeks/ noun an index to 
a book, where little tabs with the letters of 
the alphabet are stuck to the edges of the 
pages 

tab key /'tzeb ki:/ noun one of the keys on 
a computer keyboard which enables the 
user to move through or arrange text in 
columns 

table /terb(o)/ noun a list of data 
arranged in rows and columns 

tab leader /t'æb li:da/ noun a row of 
dots that connects one element on a page to 
another, such as a page title to its page 
number in an index listing 

table matter /'teib(5)] ,maeto/ noun text 
in columns with rules between them 
table of contents /teib(o) ov 
'kontents/ noun a list of contents in a 
book or magazine, usually printed at the 
beginning 

table rolls /'terb(ə)l roulz/ plural noun 
rollers which hold up the wire mesh in a 
small paper mill 

tabloid /tzblord/ noun a small-size 
newspaper with a less serious approach to 
the news than the broadsheets 

tab rack /tzb rek/ noun a graduated 
scale, displayed on the screen, showing the 
position of tabulation columns. Also called 
ruler line 

tab stops /'teb stops/ tabulation 
stops /,tabju'lerf(o)n stppz/ plural noun 
preset points along a line, where the 


printing head or cursor will stop for each 
tabulation command 

tabular material /'tzebjolo mo,troriol/, 
tabular matter noun figures or text set out 
in columns 

tabular setting /'tæbjulə ,seti/ noun 
the process of setting text or numbers in 
columns 

tabulate /tzbjuleit/ verb to arrange 
work on a word processor using the tab key 
to move from one column or row to the 
next 

tabulation /,tzbju'lerf(9)n/ noun 1. the 
arrangement of a table of figures 2. the act 
of moving a printing head or cursor to a 
preset distance along a line 

tabulation markers /,tebju'lerf(o)n 
,ma:kəz/ plural noun symbols displayed in 
word processing to indicate the position of 
tabulation stops 

tabulator /'tæbjulertə/ noun part of a 
computer which sets words or figures auto- 
matically in columns 

TAC /tek/ abbreviation 
coverage 

tack value /'tæk ,vzlju:/, tacking noun 
a measurement of how sticky a substance 
such as ink is 

tag /tæg/ noun a character or symbol 
attached to a record to aid retrieval 

tag image file format /tæg ,rmids 
‘fail ,formeet/ noun full form of TIFF 

tag paper /'tzg ,perpo/ noun thick 
durable paper which is used for printing 
price tags for clothing and other similar 
jobs 

tail /teil/ noun 1. the downstroke of a letter 
2. a curved end stroke on a letter, such as 
the capitals R or K 3. the bottom edge of a 
book or page 

tailband /'teilbaend/ noun a decorative 
strip, often in two colours, along the 
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bottom of the back of a book inside the 
spine o a quarto with blue headbands and 
tailbands, and gilt edges 

tail cap /'teil kap/ noun a piece of 
leather binding on the spine of a book, 
which folds over at the bottom and is 
tucked into the inside of the spine 

tail margin /terl ,ma:d31n/ noun the 
margin between the text and the bottom of 
the page. » bottom margin 

tailpiece /terlpi:s/ noun a decoration 
printed towards the bottom of a page at the 
end of a piece of text, either at the end of a 
chapter or at the end of a whole book. 
Compare headpiece 

take /teik/ verb to move something phys- 
ically from one place to another m noun 
part of a large job given to a compositor to 
set 

take back /,terk 'baek/ verb to move text 
from the beginning of one line back to the 
end of the previous line or from the top of 
one page back to the bottom of the 
previous page. » take over (NOTE: US 
English is run back.) 

take in /,tetk 'tn/ verb to put more text 
into the material already typeset o Take in 
three lines from the next galley. 

take out /,terk 'aot/ verb 1. to remove 
something from a text, e.g. a potentially 
libellous statement o Lawyers asked the 
publisher to take out all references to the 
allegations. 2. to arrange to have some- 
thing o They made arrangements to take 
out a mortgage to buy the house. 3. to 
borrow a book from a library 

take over / terk 'ouvo/ verb to move text 
from the end of one line to the beginning of 
the next line or from the bottom of one 
page to the top of the next page. » take 
back (NOTE: The US term is run down.) 
taking out turns /'teriki aot ,t3:nz/ 
noun the replacing of turns by correct char- 
acters 

talking book /,t»:ki 'buk/ noun a book 
that has been recorded onto an audio 
cassette, originally intended for people 
who cannot see well enough to read 

tan /ten/ noun a light yellowish-brown 
colour, usually of leather 

tape /terp/ noun a narrow strip of plastic, 
coated with magnetic material on which to 
record sound or pictures 

tape merging /'terp ,m3:d31/ noun the 
act of taking two tapes with data and 
combining them, usually by combining 


master tape with corrections or additions 
on a second tape 

target ink densities /ta:git 'mk 
,densititz/ plural noun the relative densi- 
ties of each of the four process colours, as 
recommended for achieving different 
effects in print or for printing on different 
types of paper. Abbr TID 


target market /'ta:git ,ma:kit/ noun 
the type of customer who is thought likely 
to buy specific goods or services 

tax exemption /taks ig,zemp/fon/ 
noun being free from having to pay tax o 
As a non-profit-making organisation you 
can claim tax exemption. Also called 
exemption from tax 

tax-free /,teks 'fri:/ adjective with no 
tax having to be paid. Also called free of 
tax 


taxonomy /tzk'spnomi/ noun the prin- 
ciple of classifying and ordering items 
such as books, e.g. in a hierarchical struc- 
ture 


TCP /ti: si: 'pi:/ noun a standard data 
transmission protocol that provides full 
duplex transmission, in which the protocol 
bundles data into packets and checks for 
errors. Full form transmission control 
protocol 

TCP/IP /,ti: si: pi: ar 'piz/ noun a data 
transfer protocol used in networks and 
communications systems, often used in 
Unix-based networks. Full form transmis- 
sion control protocol/interface program 


teach /ti:tf/ verb to give lessons in or 
provide information about a subject 


teachers book  /titfoz buk/, 
teacher's manual /'tiitfoz ,manjuol/ 
noun a book published to go with a set of 
students’ books, giving the teacher 
answers to questions and suggestions for 
teaching 

tear factor /'teo ,fzekto/ noun the ratio 
of the paper weight to the tear strength of a 
piece of paper across the grain 
tearsheet /'teafi:t/ noun a page 
removed from a book or periodical, and 
sent to an advertiser as proof that their 
advertisement has been placed 

tear strength /'teo stren®/ noun a 
measurement of the resistance of paper to 
tearing 

tear test /'teo test/ noun a test to see 
how strong paper is or to show in which 
direction the grain lies 
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technical /teknrk(o)l/ adjective a the 
technical press specialist periodicals 
dealing with technical subjects 
technical author /teknrk(o)] ,9:00/ 
noun a person who writes specialised 
instructions and manuals on technical 
subjects 
technical books /teknrk(o)) buks/ 
plural noun books which deal with tech- 
nical subjects 
technical editor /teknrk(o)] ,edrto/ 
noun an editor on the staff of a specialist 
magazine, who is responsible for testing, 
writing about and reviewing equipment 
technical pen /'teknik(2)l pen/ noun a 
special pen with a fine tip, used for making 
technical drawings 
technical profile l'teknik(9)l 
,preoufail/ noun the values of the printing 
variables that must be considered by 
anyone who is producing repro for a partic- 
ular publication, and also followed by 
companies making colour proofs of the 
material for that publication 
COMMENT: The technical profile should 
include: substrate type, inks used, tone 
transfer characteristic — solid density and 
dot gain. 
technical translator  /'teknik(o)l 
træns,lertə/ noun a translator who 
specialises in translating technical books 
technical writer /teknik(o)] ,rarto/ 
noun an author of specialised books on 
technical subjects 
technofreak /'teknoufri:k/ nouna tech- 
nical expert in, or obsessive enthusiast of, 
information systems 
technological / tekno'Indsik(9)l/ 
adjective relating to technology a the tech- 
nological revolution the changing of 
industry by introducing new technology 
technology /tek'nvled3i/ noun the 
application of scientific knowledge to 
practical purposes. » information tech- 
nology 
TEFL abbreviation teaching of English as 
a foreign language 
telecommunication  /teliko,mju:nr 
'kerf(o)n/ noun the transmission of 
encoded sound, pictures or data over 
significant distances, using radio signals or 
electrical or optical lines 
telecommunications /,teliko,mju:nt 
'kerf(o)nz/ noun the science and tech- 
nology of using electronic equipment to 
send messages over a distance 


telecomputing l'telikom,pju:t1/ 
noun the act of sending information to or 
receiving information from another 
computer via a modem or local area 
network 
telematics /telr'matrks/ noun the 
study of the processes involved in the long- 
distance transmission of computer data 
teleorder /telio:do/ noun an order 
placed through the teleordering system 
teleordering /'teli,s:darm/ noun the 
ordering of goods by telephone which are 
then delivered to your address 
telephone /'telifoon/ noun an instru- 
ment which can be used to talk to some- 
body over a long distance by means of dial- 
ling a series of numbers m verb to make 
contact with somebody at a distance by 
using a telephone 
telephone directory /'telifoun dai 
Lekt(o)ri/, telephone book /'telifoun 
buk/ noun a book containing an alphabet- 
ical list of names, addresses and telephone 
numbers of people in a given city, town or 
area 
telephone orders /telifoun »:doz/ 
plural noun orders received over the tele- 
phone o Since we mailed the catalogue we 
have had a large number of telephone 
orders. 
teleprocessing /teli,prousesm/ noun 
the use of computer terminals in different 
locations, connected to a main computer, 
to process data. Abbr TP 
telesales /'teliserlz/ noun the process of 
telephoning people without warning to try 
to sell them things 
teletext /telitekst/ noun a system of 
transmitting written text using a television 
signal 
COMMENT: Teletext constantly transmits 
pages of information which are repeated 
one after the other; the user can stop one to 
read it. This is different from Viewdata, 
where the user calls up a page of text using 
a telephone line. 
teletypesetting /,telr'tarpsetin/ noun 
typesetting operated by a punched paper 
tape, often over a telegraphic system, 
formerly much used by newspapers. Abbr 
TTS 
television /telr'vrs(o)n/ noun 1. a 
system of transmitting pictures and sound 
over a distance so that they can be received 
and seen on a television set 2. a device for 
receiving and displaying broadcast televi- 
sion programmes » abbr TV 
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television network  /telrvis(o)n 
'netwatk/ noun a system of linked televi- 
sion stations covering the whole country 
television rights /,telt'v13(9)n ,rarts/ 
plural noun the right to adapt a work for the 
television. Also called TV rights 

temp /temp/ noun a temporary office 
worker o We have had two temps working 
in the office this week to clear the backlog 
of letters. 

temp agency /'temp ,eidsonsi/ noun 
an office that deals with finding temporary 
staff for offices 

template /tem,pleit/ noun 1. a thin 
sheet of metal or plastic with cut-out 
shapes which enable exactly the same 
shape to be reproduced many times 2. any 
document which is used as a guide for 
designing new documents, showing which 
elements should be included and where 
template command /'templeit ko 
Qma:nd/ noun a command that allows 
functions or other commands to be easily 
set o A template paragraph command 
enables the user to specify the number of 
spaces each paragraph should be 
indented. 

TEMP/OS noun a report from a publisher 
to a bookseller, showing that a book is out 
of stock at present, but should be in stock 
soon 

tensile strength /'tensail streg0/ noun 
the strength of paper to withstand pulling 
tensile strength tester /tensail 
strerO ,testo/ noun an instrument to test 
the tensile strength of paper 

tension /'tenfən/ noun the tightness of a 
web of paper as it passes through a printing 
press 

term /t3:m/ noun 1. a set or limited period 
of time o The term of office for the chair- 
person is one year. 2. one of the three divi- 
sions of the academic year o The year 
starts in October with the autumn term. 3. 
a word used in the terminology of indexing 
terminable /ts:minob(o)/ adjective 
possible to terminate 

terminal /'t3:min(o)l/ noun a processor 
with screen and keyboard used to access a 
central computer system 

terminate /t3:mineit/ verb 1. to stop 
completely 2. to end something 
termination /.3:mr'nerf(o)n/ noun 1. 
the act of bringing something to an end 2. 
US the act of leaving a job by resigning, 
retiring, or being fired or made redundant 


termination clause /ta3:mr'nerf(o)n 
klo:z/ noun a clause which explains how 
and when a contract can be terminated 
terms /t3:mz/ plural noun 1. the head- 
ings, words and phrases used in a classifi- 
cation scheme 2. conditions agreed 
between people for a sale or job 

terms of employment /,ta:mz ov ım 
'plormont/ plural noun conditions set out 
in a contract of employment 

terms of payment /ts:mz ov 
‘permont/ plural noun same as payment 
terms 

terms of sale /3:mz ov 'seil/ plural 
noun the conditions attached to a sale 
territory /terit(o)ri/ noun the area 
covered by a representation agreement or 
visited by a salesperson o The territories 
covered by the agreement are Southeast 
Asia and Hong Kong. o We are expanding 
the rep force and reducing the reps' terri- 
tories. o His territory covers all the north 
of the country. 

tertiary /'t3:fori/ adjective third in order 
or stage of development o Universities are 
the tertiary stage of education after 
primary and secondary schools. 

tertiary level publishing /t3:fori 
Jlev(o)l 'pablifin/ noun publishing for the 
educational market after secondary school 
level 

TESL abbreviation teaching of English as 
a second language 

TESOL abbreviation EDUC teaching of 
English to speakers of other languages 
test case /'test kers/ noun a legal action 
where the decision will fix a principle 
which other cases can follow 

test print /'test print/ noun the printing 
of a small run experimentally before a big 
run o We did a test print of the new maga- 
zine before going to press with 1.5 million 
copies. 

test run /'test rAn/ noun a trial made on 
a machine 

text /tekst/ noun the main part of a 
written document 

Text /tekst/ noun same as Textura 

text area /'tekst ,eorio/ noun the part of 
the printed page which is covered by 
printed text 

text block /'tekst blpk/ noun same as 
book block 

textbook /'tekstbok/ noun an academic 
book on a particular subject used for study 
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textbook publisher = /‘tekstbuk 
|pAblrfo/ noun an educational publisher 
text box /'tekst boks/ noun a box within 
a computer dialogue box in which charac- 
ters such as text, dates or numbers can be 
typed and edited 

text-editing facilities /‘tekst ,editin 
fo,silitiz/ plural noun a word-processing 
system that allows the user to add, delete, 
move, insert and correct sections of text 
text-editing function /'tekst ,editin 
£AnkJ(o)n/ noun an option in a program 
that provides text-editing facilities o The 
program includes a built-in text-editing 
function. 

text editor /'tekst ,edito/ noun a piece 
of software used to enter and correct text or 
modify programs under development 

text figure /'tekst ,f1go/ noun an illus- 
tration in a book, especially a line drawing 
which is printed as part of the text 

text formatter /'tekst foimætə/ noun a 
program that arranges a text file according 
to pre-set rules such as line width and page 
size 

text illustrations l'tekst 
Jestrerf(o)nz/ plural noun illustrations 
printed on the text pages, and not on sepa- 
rate paper 

text index /'tekst ,indeks/ noun an 
index of some or all of the words in some- 
thing such as a computer file or database 
field, used to aid searching and retrieval 
text management l'tekst 
manidamont/ noun facilities that allow 
text to be written, stored, retrieved, edited 
and printed 

text manipulation  /tekst mo 
,nipjolerf(o)n/ noun computer facilities 
that allow text editing, changing, inserting 
and deleting 

text pages /'tekst ,pe1d31z/ plural noun 
printed pages with the main text of a book, 
not including the prelims, specially printed 
plates, maps, etc. 

text paper /'tekst ,perpo/ noun paper 
with a textured surface, such as laid paper 
text processing /'tekst ,proousesi/ 
noun same as word processing 

text retrieval /'tekst r1,tri:v(9)l/ noun a 
facility on a word processor which allows 
the user to find the text of documents to be 
edited or worked with 

text type /'tekst tarp/ noun a typeface 
used for the text of a book, as opposed to 
the chapter headings, captions, etc. 


textual /'tekst fuol/ adjective relating to 
text o The editors made several textual 
changes before the proofs were sent back 
for correction. 

Textura noun a technical name for black 
letter or gothic type. Also called Text 
texture /'tekstfo/ noun the way that 
something such as paper feels to the touch, 
the relative smoothness or roughness or its 
surface 

text window /'tekst ,windou/ noun a 
window in a graphics system, where the 
text is held in a small space on the screen 
before being allocated to a final area 

TF noun a report from a publisher to a 
bookseller, showing that a book will be 
sent soon. Full form to follow 

‘The Bookseller’ /óo 'buksela/ noun a 
British weekly magazine dealing with 
publishing and bookselling matters 


The Index /,di: 'ndeks/ noun same as 
Index Librorum Prohibitorum 

thermal paper /,03:m(9)l 'perpo/ noun 
paper which is chemically coated so that it 
can be used with a thermal printer 
thermal printer /03:m(o) 'prıntə/ 
noun a printing machine which uses heat- 
sensitive paper 

thermal transfer /,03:m(2)l trens'fa:/ 
noun a method of printing where the ink is 
attached to the paper by heating o a 
thermal transfer printer o Colour ink-jet 
technology and thermal transfer tech- 
nology compete with each other. 
thermographic copier 
/ 031mougraefik 'kppio/ noun a copying 
machine which copies text using heat to 
take an image from the carbon in the orig- 
inal and transferring the image to heat- 
sensitive paper 

thermographic printing 
/031mougrafik 'printin/, thermog- 
raphy /03:'mpgrofi/ noun a printing 
process which uses heat to produce raised 
characters, using very thick ink which is 
dusted with powder and then heated to 
weld it to the paper 
thermo-mechanical pulp /03:moo 
mi'kanik(o)l ,palp/ noun pulp made from 
wood chips which have been heated 
thermoplastic / 031mou'plzestik/ 
adjective becoming soft when heated 
thermoplastic binding /,63:mau 
‘plestik ,baindin/ noun binding for 
perfect bound books, in which plastic glue 
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is heated to attach the cover to the trimmed 
pages. Also called adhesive binding 2 


thermoplastic plates — /03:moo 
'plastik ,plerits/ plural noun printing 
plates made of thermoplastic material, 
which can be bent to fit round the cylinder 
thermoprinting /‘O3rmou ,printin/ 
noun printing on plastic wrapping mate- 
rial, using heat 

thermosetting /03:mousetrp/ adjec- 
tive material which can be moulded when 
hot, but which does not become plastic 
thermosetting plates /03:moousetrg 
,plerts/ plural noun printing plates made in 
thermosetting material, which are moulded 
into a curved shape to fit round a cylinder 
thesaurus /0r'so:ros/ noun a type of 
dictionary that lists groups of synonyms 
thick lead /'6rk led/ noun a lead of 3 
point 

thick leading /'Ork ,ledry/, thick space 
noun the normal space allowed between 
printed words, which is one third of an em 
thickness dummy /6iknos ,dAmi/ 
noun a book made from the correct paper 
and binding materials, but without any 
printed text, used to check the weight and 
bulk of the finished product 

thin leading /'Omn |lediy/, thin space 
noun a space which is one fifth of an em 
thin typeface /,0in 'tarpfers/ noun a 
typeface with very slender lines 

third cover /,63:d 'kavo/ noun the 
inside back cover of a magazine, used for 
advertisements 

third | generation  /03:d 
'rerf(o)n/ noun full form of 3G 
third quarter /003:d 'kwo:to/ noun a 
period of three months from July to the end 
of September 

32mo abbreviation thirty-twomo 
thirty-twomo /,03:ti 'tuzmou/ noun 1. a 
size of book page traditionally created by 
folding a single sheet of standard-sized 
printing paper five times, giving 32 leaves 
or 64 pages 2. a book printed in this format. 
Abbr 32mo 3. an American book format 
about 4 or 5 inches high. Abbr 32mo 
thousand characters /'@auz(o)nd 
,Kariktoz/, thousand keystrokes plural 
noun a number of characters or keystrokes 
used to calculate keyboarding costs o The 
keyboarding charge is £3.00 per thousand 
keystrokes. 


,dzeno 


thread /0red/ noun an idea or theme 
which connects the different parts of a 
story together 

thread sealing /6red ,si:lrp/ noun a 
binding system where plastic staples are 
inserted and sealed to sew the sections, 
then the sewn sections are glued with a 
gauze backing 

thread sewing /'Ored ,soum/, thread 
stitching noun the process of attaching 
collated sections of a book together with 
thread 

thread sewn book /'Ored soun ,buk/ 
noun a book in which each signature is 
sewn and then collated with other signa- 
tures and sewn together before binding 
three-colour /6ri: 'kAlo/ adjective 
using three colours o The series will have 
three-colour covers. 

three-colour process /6ri: ,kalo 
'prooses/ noun a colour printing process 
in which the three process colours are 
printed one after the other, followed if 
necessary by black for the text 
three-colour processing /6ri: 'kAlo 
,prousesri/ noun the act of making blocks 
for three-colour printing 

three-decker /,6ri: 'deko/ noun a large 
Victorian novel, published in three 
volumes 

3G /,Ori: 'd3i:/ noun a wireless communi- 
cations technology designed to provide 
high-speed Internet access and transmis- 
sion of text, digitised voice, video and 
multimedia. Full form third generation 
three-knife trimmer / Ori: naif 'trrmo/ 
noun a guillotine with three knives which 
trim books and magazines along three 
edges 

three-quarter binding /,6ri: 'kwo:to 
sbaindin/ noun bookbinding in which the 
spine and most of the sides of a book are 
covered in the same material 

three-up /,8ri: 'Ap/ adverb printing three 
copies of a text at the same time 
throwaway /‘Orovo,wel/ noun 1. a 
cheap little advertising flyer 2. a free sheet 
throw out /,6rau 'aut/ verb 1. to design a 
section of a book or periodical so that it can 
be unfolded to make a page larger than 
double page size 2. to reject or to refuse to 
accept something o The board threw out 
the draft contract submitted by the union. o 
The proposal was thrown out by the edito- 
rial committee. 3. to get rid of something 
which is not wanted o We threw out the old 
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telephones and installed a computerised 
system. o The sales director threw out the 
old reporting system. 
throw-out /'Orau aut/ noun a section of a 
book or periodical which can be unfolded 
to larger than page size 
thumb hole /'64m houl/ noun a rounded 
hole cut in the foredge of a book as part of 
a thumb index 
thumb index /04m ,tndeks/ noun a 
method of indexing used especially for 
dictionaries and diaries, where rounded 
holes are cut into the foredge of a book, 
allowing a thumb to be placed in the hole 
and the book to be opened at the correct 
page quickly 
thumb-index /64m ,indeks/ verb to 
provide a book with a thumb index o The 
dictionary is thumb-indexed. 
tick /tik/ nouna sign written in the margin 
to show that the typeset text is correct 
(NOTE: The US term is check.) 
TID abbreviation target ink densities 
tied letters /tard |etoz/ plural noun 
ligatures 
tie-in /'tar rn/ noun a book that is derived 
from or published together with a TV or 
radio programme 
„tif /t1f/ suffix a file extension for a TIFF 
file. Full form tagged image file format 
TIFF /trf/ noun a standard file format used 
to store graphic images. Full form tagged 
image file format 
COMMENT: TIFF is probably the most 
common image interchange format used by 
DTP software. Developed by Aldus and 
Microsoft, TIFF can handle monochrome, 
grey-scale, 8-bit or 24-bit colour images. 
There have been many different versions of 
TIFF that include several different 
compression algorithms 
tight /tart/ adjective 1. restricted, strict or 
not allowing any movement or extra time o 
Producing two hundred pages of setting in 
a day is a very tight schedule, and I don't 
think we can do it. o Getting three hundred 
pages of MS into 160 pages of printed text 
is going to be tight. o Production expenses 
are kept under tight control. 2. closely set 
with very little spacing 
-tight /tait/ suffix preventing something 
getting in o The computer is packed in a 
watertight case. o Send the films in an 
airtight container. 
tight back binding /'tait bek/, tight 
spine binding noun binding where the 
cover is glued to the back of a book without 


any hollow (NOTE: The opposite is hollow 
back binding.) 

tight-edged  /tait ed3d/ adjective 
relating to a reel of paper which has dried 
at the edges, so that the edges are tight and 
the centre of the reel is slack 

tilde /'tildo/ noun a pronunciation symbol 
(~) written over some letters in Spanish 
and Portuguese 

tiling /'tarlm/ noun a process by which an 
image that is too large for the device 
handling it to be output on a single piece of 
film or paper is broken into a number of 
smaller pieces which, when brought 
together later, can be reassembled as a 
single picture 

tiling fill tar fıl/, tiled fill noun the 
means by which a repeating pattern can be 
produced from a single patterned tile and 
used to decorate an area confined by a 
complete boundary 

tilt and swivel /tit on 'swrv(o)l/ 
adjective referring to a machine which is 
mounted on a pivot, so able to be moved to 
point in the most convenient direction for 
the operator 

time /tarm/ noun 1. a period during which 
something takes place 2. hours worked by 
a person 3. a period before something 
happens 

time and motion study /,tarm on 
'mouf(o)n ,stAdi/ noun a study in an 
office or factory of the movements of 
employees as they perform tasks, with the 
aim of improving efficiency of production 
time limit /tarm ,limit/ noun the 
maximum time which can be taken to do 
something o to set a time limit for accept- 
ance of the offer 

time limitation /‘tarm lrimr,terf(o)n/ 
noun the amount of time available for a 
task 

time rate /'taim reit/ noun a rate for 
work which is calculated as money per 
hour or per week, and not money for work 
completed 

timescale /'tarmskeil/ noun the length 
of time taken up by a particular activity o 
Their timescale for writing the book was 
six months. 

timesharing /tammfeormy/ noun an 
arrangement by which several people can 
be online to a computer at the same time 
time sheet /'tamm fi:t/ noun a form 
showing when an employee starts and 
finishes work 
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Times New Roman /tamz nju: 
'reumon/ noun a typeface designed by 
Stanley Morison in the 19th century for the 
‘Times’ newspaper in 1932, now one of the 
most widely used text faces 
time work /'tam was:k/ noun work 
which is paid for at a rate per hour or per 
day, not per piece of work completed 
tin /tin/ noun a metal used as part of the 
alloy in metal type and in hot metal setting, 
which makes the lead tougher and also 
more fluid when heated 
tint /tint/ noun a pale background colour 
formed of small coloured dots with white 
space between them m verb to colour some- 
thing with a tint 
tinting /'tintip/ noun a mechanical tint or 
stipple which is preprinted and can be 
applied to the design by the designer 
tint-laying /'tint ,lei/ noun the crea- 
tion of a tint by stripping in film 
tip in /,trp 'rn/ verb to stick an extra leaf, 
usually with a colour plate or folding map, 
etc., into the pages of a bound book o a 
book with six tipped-in plates 
tip-in /'tip 1n/ noun an extra leaf tipped 
into a bound book 
tissue paper /'trfu: ,perpo/ noun very 
thin paper made from chemical pulp, used 
to wrap fragile objects, and in binding, 
placed in front of engraved plates to 
prevent the ink setting off onto the facing 
pages 
titanium oxide /tarterniom 'pvksard/ 
noun a chemical added to paper stock to 
make the paper whiter and more opaque 
title /‘tart(9)l/ noun 1. the name given to a 
book, play or TV programme 2. a word 
used to indicate the status of a person, e.g. 
Mr, Mrs, Dr or Rev 
title bar /'tart(9)] ba:/ noun a horizontal 
bar at the top of a computer screen which 
usually shows the name of the program and 
file that is currently in use 
title index /'tart(9)) ,rndeks/ noun an 
index of books in a library or publisher's 
catalogue listed under their titles 
title page /'tart(a)l perda/ noun a page 
at the beginning of a book which states the 
title and publication information 
COMMENT: The title page is always a right- 
hand page. From the designer's point of 
view, a title page is designed both to attract 
the reader and at the same time to give 
some idea of the contents of the book: this 
must be done using typography alone, 


although some title pages have illustrations 
or vignettes. The jacket or cover is 


designed in order to attract the purchaser to 
the book in the shop; the title page is 
designed to make the reader want to read it 
when he or she opens it 
title page verso /tait(o)) perds 
'v31sau/, title verso noun a page on the 
back of the title page, where the biblio- 
graphical details and the copyright notice 
are printed 
COMMENT: The title page verso normally 
carries the imprints (the names and 
addresses of both publisher and printer), 
the copyright line, the ISBN and possibly 
other copyright details (such as the CIP 
information), and, if translated or adapted, 
details of its original publication. 
title piece /'tait(o)] pizs/ noun display 
lettering on a title page 
title signature /‘tart(s)l ,stgnitfo/ 
noun the first signature of a book, which 
contains the title page 
titling /tart(o)lrp/, titling font noun a 
typeface font which only exists in capital 
letters and is used in book titles and other 
headings 
‘to be continued’ /,tu bi: kon'tinju:d/ 
phrase words at the end of an article, 
showing that the serialisation will be 
continued in the next issue 


TOEFL /'touf(s)l/ a trademark for a 
standardised English language test taken 
by speakers of other languages who are 
applying to universities in the United 
States. Full form Test of English as a 
Foreign Language 

token /'tookon/ noun something which 
acts as a sign or symbol 

token charge /,tookon 'tfa:d3/ noun a 
small charge which does not cover the real 
costs 


token damages /'toukon ,damidziz/ 
plural noun damages awarded by a court 
which are very small to show that the harm 
done was more technical than real 


token payment /'tookon ,permont/ 
noun a small payment made as a symbolic 
gesture 


tolerance /tplorons/ noun deviation 
from the specifications allowed in dimen- 
sions o We agreed with the binder on a 
tolerance of 5%. 


tombstone /'tu:xmstoun/ noun 1. a large 
advertisement placed in a newspaper or 
periodical for a legal reason, such as to 
announce a will or to give the terms of a 
government loan 2. a page layout flaw in 
which two columns in a multicolumn 


ton 
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layout each have subheadings positioned at 
the same level, confusing the eye 

ton /tan/ noun a measure of weight 
tone /taun/ noun a shade of colour o The 
graphics package can give several tones of 
blue. 

toner /'toono/ noun dry ink powder put 
into a photocopier to develop the image on 
the copy 

toner cartridge /toono ka:trid3/ 
noun a sealed cartridge containing toner, 
which can be easily replaced in a photo- 
copier o Change toner and toner cartridge 
according to the manual. 

tone value /'toun ,velju:/ noun the 
degree of tone of a colour 

tone work /'toun wa3:k/ noun a halftone 
work, using screening to produce tones in 
a printed work 

tonnage /'tanid3/ noun 1. space for 
cargo in a ship, measured in tons 2. the 
weight of paper, in tonnes 

tonne /tan/ noun» metric ton 


tool /tu:l/ noun a metal instrument which 
is used to press designs onto the case of a 
book m verb to make a design on the case 
of a book by pressing on the case with a 
tool which has been heated o a book in 
tooled morocco binding 

tooling /'tu:lr/ noun the act of pressing 
designs by hand onto the cover of a book, 
using a punch 

toolkit /tu:Ikit/ noun 1. a collection of 
information, resources and advice for a 
specific subject area or activity 2. a bundle 
of software which can be used to set up a 
particular utility or service 

tooth /tu:0/ noun 1. the degree of surface 
roughness of a piece of paper 2. the ability 
of paper to take ink well, caused by its 
having a slightly rougher surface 

top /top/ adjective, noun 1. the upper edge 
of a bound book or upper part of the page 
2. first m verb to go higher than or to make 
a higher offer than something o The New 
York agent bid $500,000 which topped all 
other bids. 

top copy /,top 'kppi/ noun the first sheet 
of a document which is typed with several 
photocopies 

top-level domain /top ,lev(o)) dou 
'mern/ noun the part of an Internet address 
that identifies an Internet domain, e.g. edu 
(education), .com (commercial) or a two- 
letter country code. 


top management /,top 
'manidamont/ noun the most senior 
members of a management hierarchy 

top margin /'top ,ma:dzin/ noun the 
margin at the top of a printed page 
topology /tp'pplad3i/ noun the relation- 
ships between parts linked together in a 
system such as a computer network 
topping bid /'tpprg bid/ noun a bid 
which is higher than all others 
top-selling /top  'selm/ adjective 
selling better than all other products o top- 
selling author of detective stories 

top side /'top sard/ noun 1. the side 
which is being printed on 2. the smooth top 
side of paper, as opposed to the wire side 
which may show the marks of the wire 
mesh 

top space /'top spers/ noun the number 
of blank lines left at the top of a printed text 
top-weighting /'top ,wertin/ noun a 
method of designing a page so that the 
emphasis is to the top part, used in maga- 
zine design rather than in books. » margin 
total area coverage /,tavt(a)l 'eorio 
|kav(a)rid3/ noun the total of each of the 
percentages of target ink densities used in 
a printed work. Abbr TAC 

total invoice value /,tout(o)] 'invors 
,velju: noun the total amount on an 
invoice, including transport, VAT, etc. 
town plan /,taun 'plaen/ noun same as 
street plan 

TP abbreviation teleprocessing 


trace /treis/ verb to find somebody or 
something after a prolonged search 
tracing /'trersim/ noun a function of a 
graphics program that takes a bitmap 
image and processes it to find the edges of 
the shapes and so convert these into a 
vector line image that can be more easily 
manipulated 

tracing paper /'trersıy ,perpo/ noun 
special transparent paper used to trace 
designs 

track /trek/ noun a concentric ring on a 
computer disk or tape which is used to 
store data in separate sections 

tracking /'traekr/ noun 1. the act of 
reducing the spaces between letters, either 
to save space or to avoid awkward letter 
combinations (like L and T) which can 
leave gaps if spaced normally 2. lines on 
magnetic tapes or disks along which infor- 
mation is carried 
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tracking lines /'trækıy lamz/ plural 
noun imaginary lines running from the 
front edge of a printing plate to the back 
track record /'trak ,reko:d/ noun the 
success or failure of a company or sales- 
person in the past o He has a good track 
record as a salesman. o The company has 
no track record in the computer market. 
tractor feed /'træktə fi:d/ noun a 
method of controlling paper feed by the 
use of holes on the edge of the paper and 
sprockets on the printer 

trade /treid/ noun the activity of buying, 
selling or exchanging goods or services 
trade agreement /'treid 9,gri:mont/ 
noun an international agreement between 
countries over general terms of trade 
trade association — /treid ə 
,Seusierf(o)n/ noun a group which links 
together companies in the same trade 
trade binding /'treid ,bamndin/ noun 
the binding of sheets of a book by a binder 
for another printer which has printed them 
trade book /'treid buk/ noun a standard 
edition of a book, meant for sale to the 
general public, as opposed to a de luxe or 
book club edition 

trade bureau /'treid ,bjuarau/ noun an 
office which specialises in commercial 
enquiries 

trade catalogue /'treid |, kztolpg/ 
noun 1. a book containing details of the 
goods manufactured or sold by a firm 2. a 
publisher's catalogue listing books for sale 
through retail bookshops 

trade counter /'treid ,kaonto/ noun a 
shop in a publisher's office or section of a 
warehouse where small quantities of books 
are sold to booksellers in person 

trade customs /'treid ,kastomz/ plural 
noun particular customs relating to the 
printing and publishing trades 

trade cycle /treid ,sark(o)l/ noun a 
period during which trade expands, then 
slows down, then expands again 

trade description /,tre1d di'skripfan/ 
noun a description of a product for 
attracting customers 

Trade Descriptions Act /treid dr 
'skripfonz aekt/ noun an act which limits 
the way in which products can be 
described, in order to protect customers 
from wrong descriptions made by manu- 
facturers 

trade directory /treid dat,rekt(o)ri/ 
noun a book containing alphabetical lists 


and information about companies and 
organisations involved in trade in a partic- 
ular area 

trade discount /,treid 'diskaunt/ noun 
a reduction in price given to a customer in 
the same trade, as by a publisher to another 
publisher or to a bookseller 

trade edition /'treid r,drf(o)n/ noun an 
edition of a book for sale through retail 
bookshops, as opposed to an edition for 
sale through book clubs or to the educa- 
tional market, etc. 

trade editor /'treid ,edita/ noun same 
as general books editor 

trade fair /'treid feo/ noun a large exhi- 
bition for advertising and selling a partic- 
ular type of product 

trade house /'treid haus/ noun a 
specialist printing or binding company 
which does work mainly for other printers 
or binders such as typesetting, laminating, 
or making jackets 

trade journal /'treid ,d53:n(9)l/, trade 
magazine /'trerd mago,ziin/ noun a 
magazine produced for people or compa- 
nies in a particular trade 

trademark /'trerdma:k/ noun a name, 
sign or symbol printed on something to 
show who it is made by 

trade mission /'treid ,mrf(o)n/ noun a 
visit to a country by a group of foreign 
businessmen to discuss trade 

trade name /'trerd nemm/ noun the 
name under which a product is sold o Some 
drugs are marketed under several different 
trade names. 

trade paper /treid 'perpo/ noun a 
newspaper aimed at people working in a 
particular industry 

trade paperback /,treid 'perpobzk/ 
noun a paperback edition of a book that is 
superior in production quality to a mass- 
market paperback edition and is similar to 
a hardback in size 

trade press /'trerd pres/ noun all maga- 
zines produced for people working in a 
particular trade 

trade price /'treid prats/ noun a special 
wholesale price paid by a retailer to the 
manufacturer or wholesaler 

trade publisher /'treid ,pAblrfo/ noun 
a publisher specialising in books for sale 
through retail bookshops 

trading pattern /,trerdin 'pæt(ə)n/ 
noun the general way in which trade is 
carried on. Also called pattern of trade 


trailing blade coater 
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trailing blade coater /,trerliņy bleid 
'kooto/ noun a device for scraping off 
excess coating from paper 

train /'trein on/ verb to teach somebody 
the skills for a specific job 

trainee /trer'ni:/ noun a person who is 
learning how to perform specific tasks 
traineeship /trer'ni:frp/ noun the post 
of trainee 

training /treim/ noun the act of 
teaching somebody specific skills 
training officer /'tremnin ,pfiso/ nouna 
person in a company who deals with the 
training of staff 

transcribe /tren'skratb/ verb 1. to 
produce a written version of spoken words 
o His speech was transcribed so that it 
could be printed. 2. to write a written text 
in the alphabet of another language 
transcription /tren'skripfan/ noun the 
act of transcribing data or copying a text 
transfer cylinder /‘trensfs: ,silindo/ 
noun same as blanket cylinder 

transfer diffusion copier /,trensfs: 
di'fjur3(9)n ,kppio/ noun a type of photo- 
copying device for producing PMTs, trans- 
forming negatives into positives for use in 
litho origination 

transfer letters /‘trensfs: letoz/, 
transfer lettering, transfer type noun a 
system of letters which can be transferred 
to a sheet of paper by pressing, available in 
many different fonts and point sizes 
transferred charge call /trens,fs:d 
'tfaid3 ko:l/ noun a telephone call where 
the person receiving the call agrees to pay 
for it 

transgressive fiction /trznz,gresiv 
'fik f(9)n/ noun a literary genre character- 
ised by graphic exploration of taboo topics, 
to which the work of writers such as the 
Marquis de Sade and William Burroughs 
belongs. It is based on the belief that 
knowledge is to be found at the very edge 
of human experience. 

translate /trans'leit/ verb 1. to change 
information from one language or format 
to another 2. to convert ideas into action 
translation /traens'lerf(o)n/ noun the 
act of translating, or a book or other text 
which has been translated o She passed the 
translation of the letter to the accounts 
department. 

translation bureau /trzns'lerf(o)n 
,bjuereu/ noun an office which translates 
documents for companies 


translation rights  /trzns'lerf(o)n 
raits/ plural noun rights to translate a book 
into another language o He paid $10,000 
for the English translation rights. 


translator /træns'lertə/ noun 1. a person 
who converts text and spoken words from 
one language to another 2. a laptop 
computer that translates words into other 
languages 

transliterate /traens'litoreit/ verb to 
write words of one language in the charac- 
ters of another o ‘Pinyin’ is Chinese trans- 
literated into Western characters. 


transliteration — /tranzlito'rerf(o)n/ 
noun the writing of words of one language 
using the characters of another, e.g. Arabic 
using the roman alphabet. ? romanisation 
translucent /trzns'lu:s(o)nt/ adjective 
through which light can pass, but which 
cannot be seen through 

transparency /trens'peronsi/ noun 
transparent positive film which can be 
projected onto a screen by using a light 
source 

transparent /trens'paront/ adjective 
easily seen through, recognised or under- 
stood 


transparent copy /trens,peront 
'kopi/ noun transparencies used for 
printing 


transparent ink /trzns,paront 'ipk/ 
noun ink which when printed over other 
inks allows the first ink to show through 
transponder /trzn'spondo/ noun a 
communications device that receives and 
retransmits signals 

transpose /trans'pouZ/ verb to put two 
things such as letters in words, illustrations 
or lines of text in place of each other o The 
captions to the two illustrations were 
transposed in paste-up. Abbr trs (NOTE: As 
an instruction to a printer, the text or letters 
to be moved are indicated with a curled line 
and an arrow in the margin.) 
transposition /,trenspo'z1f(a)n/ noun 
a change in the order of a series of charac- 
ters, as ‘comupter’ for ‘computer’ or 
*1899' for 1989’ 

trapping /'traepry/ noun the process of 
programming adjacent colour areas on a 
digital file to slightly overlap (lap register) 
to allow for misregistration 

travel /'trav(o)l/ verb to go from one 
place to another, especially to show a 
company's goods to buyers and take orders 
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from them o He travels in the north of the 
country for a paperback house. 

travel book /'trav(o)l buk/ noun a book 
which describes a journey undertaken by 
the author, or the author's impressions of a 
foreign country, but not giving factual 
details of hotels, museums and other 
tourist information 

travel guide /‘trev(a)l gard/ noun a 
book which gives tourist information about 
a place such as how to get there, what is 
worth visiting and which hotels to stay at 
travelling expenses /trzv(o)lr ek 
,SpensIZz/ plural noun money spent on trav- 
elling and hotels for business purposes 
travel list /'træv(ə)l Irst/ nouna series of 
travel books published by a publisher 
travel magazine /traev(o) mzgo 
,zim/ noun a magazine with articles on 
holidays and travel 

trawl /tro:l/ noun a search for something, 
especially information m verb to search for 
something through a large amount of infor- 
mation or many possibilities 

treatment /'trittmont/ noun a way of 
writing about something or somebody 
trial /'trarol/ noun a test of somebody or 
something to see if they are suitable for a 
particular situation 

trial sample /'trarol ,sa:mpol/ noun a 
small piece of a product used for testing 
trichromatic /,trarkrau'mztrk/ adjec- 
tive using three colours 

trichromatic ink = /,traskroumetik 
'rpk/ noun one of the three process colours 
trim /trim/ verb to cut off a small portion 
of something around its edge m noun the 
action of cutting the edges of the folded 
pages of a book as it is being bound o The 
trim may be as much as 4mm. 

tri-metal plate /trar ,met(o)l 'plert/ 
noun a plate used for long print runs, made 
of three layers of metal 

trim marks /'trim ma:ks/ plural noun 
marks printed on a sheet which indicate 
where the sheet has to be trimmed (NOTE: 
The US term is cut marks.) 

trimmer /'trimo/ noun a machine that 
cuts the edges of the pages of a book as it 
is being bound. » three-knife trimmer 
trimmings /'trimmz/ plural noun the 
pieces of paper cut off the edges of pages 
trim size /'trim saiz/, trimmed size 
noun the measurements of a page of a book 
after it has been cut, or of a sheet of paper 
after it has been cut to size 


trim to bleed /,trim tu 'bli:d/ verb an 
instruction to trim the printed sheets until 
the edge of the page cuts into the printed 
area 

trindles /trimd(o)lz/ plural noun flat 
pieces of metal which hold a book flat 
while the foredge is being trimmed 

triple lining /,trrp(o)l 'laınıy/ noun a 
very strong binding using linings on the 
spine 

triplex paper /tripleks ,perpo/ noun 
paper made of three layers 

trivia /'trivio/ noun a collection of insig- 
nificant or obscure items, details or infor- 
mation 

trs abbreviation an instruction to a type- 
setter to change the place of letters or 
pieces of text. Full form transpose 

true copy /,tru: 'kppi/ noun an exact 
copy of a document o / certify that this is a 
true copy. 

true italic /,tru: r'taelik/ noun a designed 
italic face in a font, as opposed to the italic 
in dot-matrix printers which is sloped 
roman 

TS abbreviation typescript 

TTS abbreviation teletypesetting 
tub-sized paper /t4b saizd ,perpo/ 
noun paper that has been dipped into size, 
which is stiff and smooth and is used for 
writing papers and legal documents 

tub sizing /'tab ,sarzry/ noun the sizing 
of paper by dipping it in a vat containing 
gelatine 

tucker /'tAko/ noun a strip of metal which 
pushes the sheet into the folding device 
turkey /'t3:ki/ noun US a book that does 
not sell very well (informal) 

turn /t3:n/ noun a metal character which 
has been put in upside down, because the 
correct character was not available m verb 
to change direction or to put something in 
a different way o The illustration has been 
turned to appear landscape. o to turn a 
letter to set a letter upside down because 
the correct letter is not available 
turnaround time /'t3:noraund ,tarm/ 
noun the time taken to complete a job from 
beginning to end o The turnaround time for 
photocopying the document is three hours. 
turner bars /t3:no ba:z/ plural noun 
same as angle bars 

turn in /ta:n 'ın/ verb to bend cover 
material over the edge of the binding board 
and glue it there 


turn over 
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turn over /,ts:n 'oovo/ verb to have a 
particular amount of sales o We turn over 
£20,000 a week. 

turnover /'t3:noovo/ noun 1. the rate at 
which people leave a company and are 
replaced 2. the amount of money taken for 
goods or services sold during a given 
period of time 

turnround /'ta:nraund/ noun the value 
of goods sold during a year divided by the 
average value of goods held in stock 

TV abbreviation television 

TV rights /,ti: 'vi: ,rarits/ plural noun 
same as television rights 

TV spot /ti: 'vi: ,sppt/ noun a short 
period on TV which is used for commer- 
cials o We are running a series of TV spots 
over the next three weeks. 

twelvemo /'twelvmou/ noun 1. a book 
made from a sheet which is folded to give 
twelve leaves or twenty-four pages 2. a 
book with this format 3. an American book 
size, 7-8 inches high » abbr 12mo 

12mo abbreviation twelvemo 

24mo abbreviation twenty-fourmo 
twenty-fourmo /,twenti 'f»xmou/ noun 
1. a book format produced when the 
printed sheet is folded to give 24 leaves, or 
48 pages 2. a book with this format 3. an 
American book size, 5-6 inches high » 
abbr 24mo 

twice-up /,twats 'Ap/ adjective drawn 
twice the size that it will be when printed. 
Also called two-up 

twin-wire fourdrinier /,twin ,waro fo: 
'drinie noun a papermaking machine 
with two wire meshes, making two layers 
of paper which are joined together back to 
back while still wet, so the finished paper 
is smooth on both sides 

twin-wire paper /'twin ,waro ,perpo/ 
noun smooth paper made on a twin-wire 
fourdrinier 

two-colour press /tu: 'kAlo ,pres/ 
noun a printing press which can print two 
colours at the same time 

two-colour process /tu: ‘kalo 
,preuses/ noun a process involving sepa- 
rating artwork for printing in two colours 
two-line drop capital /,tu: lam drop 
'kæpıt(ə)l/ noun an initial capital letter 
which occupies two lines, sometimes used 
decoratively at the beginning of a chapter 
two revolution printing /tu: ,revo 
'lu:f(o)n ,printmy noun a letterpress 


process where the cylinder rotates twice 
for each impression 
two set /'tu: set/ noun the action of 
putting two sets of plates on a printing 
cylinder, so that two impressions are made 
at the same time 
two-shot binding /,tu: fot 'bamdry/ 
noun adhesive binding using both hot melt 
and cold PVA glues 
two-sidedness /,tu: 'sardidnas/ noun 
the quality of paper having a slightly 
different finish on either side due to the 
manufacturing process, which may make it 
print differently. Compare like-sidedness 
two-up /,tu: 'wap/ adverb 1. printing two 
copies of a book at the same time with the 
pages joined head to head, used for paper- 
back binding. » coming-and-going, fore 
and aft, printed head-to-head, printed 
head-to-tail. Compare one-up o book 
which is printed two-up a book which is 
printed and bound two copies at a time 2. 
sewing two sections together m adjective 
same as twice-up 
«txt suffix a file extension for a text file. 
Full form text 
tympan /'timpzn/ noun the bed on 
which the paper is placed in a hand-oper- 
ated press, or a bed of sheets used to raise 
the printing paper to the correct height 
type /ta1p/ noun metal characters used for 
printing m verb to write using a computer 
keyboard 
COMMENT: Type area and type depth can 
be described as inclusive or exclusive; 
inclusive includes the running heads and 
any footlines (which may involve the folio), 
and exclusive counts only the area of text 
without running heads or footlines. 
type area /'taip ,eorio/ noun the space 
on a page which is occupied by the printed 
text, including headings 
typecasting /‘tarpka:stm/ noun the 
process of casting type in hot metal 
typecutter /'tarpkatə/ noun a person 
who cuts the punches to make the matrices 
to cast type 
typeface /'tarpfers/ noun the size and 
style of printing used, measured in ‘points’ 
which refer to the height of the characters 
type family /‘tarp ,fam(o)li/ noun 
various forms of the same typeface such as 
roman, bold, italic or condensed 
typefounder /'tarpfaundə/ 
person who casts metal type 
typefoundry /‘tarpfaundri/ noun a 
workshop where metal type is cast 


noun a 
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type gauge /'tarp geird3/ noun a special 
ruler used by printers and production staff, 
showing width in ems and points, used for 
calculating the width of a line or the depth 
of a page. Also called type scale (NOTE: 
The US term is line gauge.) 

type height /tarp hart/ noun the 
standard height of the main section of a 
metal character, which is 23.32mm 
type-high /'tarp har adjective the same 
height as type, such as in a bearer or block 
type holder /‘tarp ,houldo/ noun a tool 
holding the type of words to be blocked 
onto a cover 

type matter /tairp ,mato/ noun text 
which has been typeset, as opposed to 
illustrations 

type metal /‘tarp ,met(o)l/ noun the 
metal used in metal setting, which is a 
mixture of lead, tin and antimony 

type page /'tarp peid3/ noun the area of 
a page which is covered with printing, 
surrounded by the margins 

type scale /'taip skeil/ noun same as 
type gauge 

typescript /'tarpskript/ noun a type- 
written copy of a manuscript. Abbr TS 
type series /tarp ,srori:z/ noun all the 
different point sizes available in a typeface 
typeset /'taipset/ verb to set text in type 
ready to be printed 

typesetter /'taipseto/ noun a person or 
company that typesets text 

typesetting /'tarpsetin/ noun the act of 
setting text in type o Typesetting costs can 
be reduced by supplying the typesetter with 
prekeyed disks. 

typesetting machine /'tarpsetin mo 
Jizn/ noun a machine which sets type 
automatically in hot metal, from instruc- 
tions given on a paper tape, punched by the 
compositor using a keyboard 

type size /'tarp sarz/ noun the size of 
type, calculated in ‘points’ which refer to 
the height of the printed character but not 
its width 


type specification l'taip 
,Spesifikerf(o)n/, type spec noun details 
about the type to be used in a book such as 
the typeface, point size and leading 

type specimen /'tarp ,spesimrin/ noun 
a printed specimen showing samples of 
various typefaces or of the typeface to be 
used for a particular job 


type style /‘tarp starl/ noun the general 
style of type, such as roman, bold or italic, 
in which a job will be set 


typo /'tarpou/ noun a typographic error 
which is made while typesetting (informal) 
ò literal 


typographer /tar'ppogrofo/ noun 1. a 
person who designs the printed pages of a 
book, or a person who designs typefaces 2. 
a person who sets a book in type (NOTE: 
More usually called a compositor.) 

typographic  /tarpo'grafik/, typo- 
graphical /taipo'grafrk(o)l/ adjective 
relating to typography or to typesetting o 
No typographical skills are required for 
this job. o A typographical error made 
while typesetting is called a literal. 


typographic error /tarpo'grafrk 
,ero/ noun a mistake made when keying 
text or typesetting 


*...all name searches can be truncated 
without a wildcard (learned inf, learn, 
lea). Authority files exist for each word 
in a business name, so it is possible to 
look up uncertain spellings first. 
Unfortunately, the authority files reveal 
the large number of misspellings and 
typographic errors in the database (such 
as 'informatio'). [Information World 
Review] 
typographic quality /tatpogrefik 
'kwpleti/ noun the quality of text set by a 
laser printer, which is the same as if it had 
been phototypeset 
typography /tar'ppgrofi/ noun the 
design and methods used when working 
with type 


u & Ic, u/lc abbreviation upper and lower 
case 


uc abbreviation upper case 
UCA abbreviation undercolour addition 


UCC abbreviation Universal Copyright 
Convention 
UCR abbreviation undercolour removal 
ultraviolet drying  /ltrovarolot 
'draim/ noun the process of drying ink or 
varnish by radiation of ultraviolet light 
ultraviolet light /ltrovarolot 'lart/ 
noun light which is just beyond the spec- 
trum visible by the human eye. Abbr UV 
light 
COMMENT: UV light is used to dry inks and 
cover varnishes. UV varnishing is cheaper 
than lamination, but does not have as 
glossy a finish. 
umlaut /'omlaot/ noun a pronunciation 
indicator of two dots above a vowel (e.g. 
ü), used especially in German 
unabridged  /,4no'bridzd/ 
complete and not shortened 
unacceptable /,^Anok'septob(o)l/ 
adjective not suitable to be accepted o The 
terms of the contract are quite unaccept- 
able. 
unattributed /,ano'tribjutid/ adjective 
not attributed to a particular source of 
information or a particular creator 
unauthorised biography — /an 
,o:8araizd bar'pgrofi/ noun a biography 
written without the permission of the 
subject or relatives of the subject, and 
which may be more critical than an author- 
ised biography and therefore more liable to 
prosecution 
unauthorised edition /An,»:0orarzd 1 
'dif(o)n/, unauthorised reprint /An 
,910oraizd 'ritprint/ noun a pirate edition 
of a book which has not been authorised by 
the publisher 


adjective 


unauthorised returns /an,9:araizd 
ri'tsinz/ plural noun unsold books 
returned from a bookshop without authori- 
sation from the publisher or their repre- 
sentative 


unavailability /,anoverla'biliti/ noun 
the fact of not being available 


unavailable /,ano'verlob(a)l/ adjective 
not available o The following items on your 
order are temporarily unavailable. 


unbacked /an'bekt/ adjective a sheet of 
paper printed on one side only 


unbleached kraft /An,bli:tft 'kra:ft/, 
unbleached kraft paper noun strong matt 
brown paper used for making paper bags, 
wrapping paper, etc., not weakened by 
bleaching 


unbound /an'baund/ 
having been bound 


uncensored /An'sensod/ adjective not 
having been viewed by the official govern- 
ment censor and approved for showing to 
the public 


unchecked /an'tfekt/ adjective not 
having been checked o a set of unchecked 
proofs 

uncoated paper /4n'koutid ,perpo/ 
noun paper which is not coated with any 
substance 


uncorrected /,Anko'rektrd/ adjective 
not corrected o to send a set of uncorrected 
proofs to the proofreader 


uncorrupted /,anko'raptid/ adjective 
relating to a computer file or database that 
is free of errors or viruses 


uncut pages /an'kat ,petdziz/ plural 
noun pages of a book which have been 
bound but not trimmed, so that some pages 
are still attached by folds at the foredge and 
head 


adjective not 
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underblanket /‘andablenkit/ noun a 
packing sheet under the blanket on a 
blanket cylinder in offset printing 
undercolour addition /‘andokalo 1 
,dif(o)n/ noun the addition of extra colour 
in litho separations as part of the achro- 
matic colour origination system. Abbr 
UCA 

undercolour removal /'Andokalo ri 
smurv(9)l/ noun the removal of unwanted 
colour in litho separations as part of the 
achromatic colour origination system. 
Abbr UCR 

under contract /,ando 'kontrekt/ 
adjective bound by the terms of a contract 
o The firm is under contract to deliver the 
goods by November. 

undercut /,ando'kat/ noun the cutting 
action of acid in process engraving, which 
eats under the edges of the image areas 
underexposed /,Andork'spouzd/ 
adjective not having been exposed for long 
enough and so too dark 
underexposure /,Andatk'spau30/ 
noun failure to expose a photograph long 
enough, with the result that it is dark 
underfold /A4ndofould/ noun paper 
which does not reach the edge of the other 
leaves because the folding machine is off 
centre (NOTE: The opposite (i.e. the paper 
which sticks out from the rest of the folded 
sheets) is overfold.) 

underground literature 
/‘andagraund ,lit(a)rot fa/ noun literature 
published by the underground press 
underground press /'andograund 
,pres/ noun illegal newspapers published 
in a country where publications are 
censored 

underlay /'Andolev verb to raise the 
height of a printing plate by putting some- 
thing such as a piece of card under it m 
noun card used to raise the height of a 
block or plate 

underline verb to emphasise something 
either by talking about it strongly or by 
drawing a line under a written word or 
phrase m noun 1. a line drawn or printed 
under a piece of text o The chapter head- 
ings are given a double underline and the 
paragraphs a single underline. 2. US a 
caption printed under an illustration 


COMMENT: Underlining is used by editors 
and designers to indicate different type 
styles: single underline is an instruction to 
set in italic; double underline, in small caps; 
three lines indicate caps. (These are all 


straight lines). A wavy underline is used to 
instruct setting in bold. 
undermentioned /,4ndo'men[(o)nd/ 
adjective mentioned lower down in a docu- 
ment 
underrun /'Andoran/ noun 1. the 
printing of fewer sheets than were ordered 
2. the delivering or making of less paper 
than was ordered (NOTE: [all senses] The 
opposite is overrun.) 
unearned advance /an,3ind_ əd 
'va:zns/ noun money received as an 
advance on royalties, which has not been 
covered by the royalties from the sales so 
far 
unedited /an'editid/ adjective not 
having been edited o The unedited text is 
with the publisher for editing. 
uneven inking /an,i:v(a)n "'rpkrn/ 
noun inking where some parts of the sheet 
are darker than others 
uneven working /an,i:v(o)n 'wa:krp/ 
noun a page extent which does not fit the 
printer’s imposition scheme, usually a 
multiple of 8 or 16 o The book is likely to 
make 358 pages, but the printer says this is 
an uneven working and we must reduce the 
text to 352 pages. 
unexpurgated /An'ekspogeitid/ adjec- 
tive not edited to remove words or passages 
considered offensive or unsuitable 
unfair competition /,Anfeo ,kompo 
'tif(a)n/ noun a situation in which one 
company tries to do better than another by 
using techniques such as importing foreign 
goods at very low prices or by wrongly 
criticising a competitor's products 
unfinished /an'fınıft/ adjective 1. not 
having been finished o At his death he left 
the unfinished manuscript of his tenth 
novel. 2. not having been through the final 
stages of some process 
unfulfilled orders /,Anfulfrld 'o:doz/ 
plural noun orders received in the past and 
not yet supplied 
ungathered  /4n'gaeóod/ adjective 
sheets which have been printed and folded, 
but not gathered 
Unicode /'ju:ntkoud/ a trade name for a 
method of identifying characters with indi- 
vidual numbers for use across platforms 
and applications 
uniform /'ju:nifo:m/ adjective exactly 
the same across a range or area o The 
letters are not of uniform height. o The 
colour is a uniform pale yellow. 
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uniform edition /'ju:nifo:m r,drf(o)n/ 
noun a series of different books all with the 
same design 
Uniform Resource Locator 
/ju:inifo:im ri'sors loo,kerto/ noun an 
electronic address used to give access to 
files on the Internet. Abbr URL 
unillustrated /An'ilostrertid/ adjective 
having no illustrations 
uninformative /,Anin'fo:motrv/ adjec- 
tive not providing adequate information 
union catalogue /'ju:nion ,katolpg/, 
union list /'ju:nion list/ noun a combined 
bibliographic list of holdings for either 
institutions or subjects 
union kraft /ju:njon kra:ft/, union 
paper noun waterproof paper made of two 
layers of kraft paper with a tar coating 
between them 
unit /'ju:nit/ noun a small part of a large 
organisation with a specialised purpose 
unit cost /'ju:nrt kpst/ noun the cost of 
a single book, calculated by dividing the 
total product cost by the number of units 
produced 
unit price /'ju:nit prars/ noun the price 
of one item 
unit type press /'ju:nit. tarp ,pres/ 
noun à press with several printing units 
Univers /'ju:niva:s/ noun a sans face 
designed by Adrian Frutiger in 1957 and 
now very widely used 
Universal Copyright Convention 
/ ju:niv3:s(9) 'kopirart kon,venf(o)n/ 
noun an international agreement on copy- 
right set up by the United Nations in 
Geneva in 1952. Abbr UCC. See Comment 
at convention 
university press /,ju:ni'v3:siti ,pres/ 
noun 1. a printing press belonging to a 
university, which prints university docu- 
ments such as examination papers and the 
university statutes 2. a publishing company 
belonging to a university 
UNIX /'ju:niks/, Unix /'ju:nrks/ a trade- 
mark for a widely used computer operating 
system, developed in 1969 at AT&T Bell 
Laboratories, which can support multi- 
tasking in a multi-user environment 
unjustified /an'd3astifaid/ adjective 
with ragged margins, i.e. with no justifica- 
tion 

COMMENT: The text can be ranged left or 

right, leaving the other margin unjustified. 


This can also be called ‘ragged left’ or 
‘ragged right’. 


unlawful /An'lo:f(o)l/ adjective against 
the law or not legal 

unlawful copying /Anjo:f(o)l 
'kopirp/, unlawful reproduction noun the 
copying of a text or illustration without the 
permission of the copyright holder 
unleaded /an'ledid/ adjective with no 
leading between lines. » lead? verb 
unlined paper /,Anlaind 'perpo/ noun 
paper with no lines printed on it 
unmarked /An'ma:kt/ adjective of a 
book, especially a second-hand book, with 
no marks on the pages caused by e.g. 
fingerprints or smudges 

unpaged /an'perd3d/ adjective not 
marked with page numbers. Abbr unp. 
unpublishable /An'pAblrf(o)bol/ 
adjective not suitable for publishing by 
anybody 

unpublished /an'pablift/ adjective not 
having been published 

unseen /An'si:n/ adjective not having 
been seen o They bought 250 copies sight 
unseen. 

unseriffed /An'serift/ adjective without 
serifs 

unsewn /an'soun/ adjective bound so 
that the pages are not sewn together but are 
cut and glued to the cover. » adhesive 
binding 

unsharp masking /An, fa:p 'ma:sk1n/ 
noun a function available on a scanner to 
give increased definition to an unsharp 
original. Abbr USM. Also called edge 
enhancement, peaking 

unshift /‘anfrft/ verb to move to lower 
case characters on a keyboard, i.e. to 
cancel a shift key operation 

unsold /An'sould/ adjective not sold o 
Unsold copies will be returned for credit. 
unsolicited /ansə'lısıtıd/ adjective not 
having been asked for 

unsolicited manuscript /Anso,lisitid 
'manjoskript/ noun a manuscript which 
is sent to a publisher by the author, without 
the publisher having asked to see it 
unsolicited testimonial /Anso,lrsitid 
,testi'mouniol/ noun a letter praising a 
person or a product which was written 
without being asked 

untitled /An'tart(o)ld/ adjective without 
a title 

untranslated /,antræns'lertıd/ adjec- 
tive in its original language as opposed to 
being translated 
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untrimmed /an'trimd/ adjective in 
which the pages have not been trimmed 
untrimmed size /an'trimd saiz/ noun 
the size of a piece of paper or printed page 
which has not been trimmed 

unwinding stand /an'waindin stend/ 
nouna stand holding a web of paper which 
is to be passed through another process 
such as supercalendering 

unwritten agreement /An,rit(o)n o 
‘grizmont/ noun an agreement which has 
been reached in speaking, such as in a tele- 
phone conversation, but has not been 
written down 

up /Ap/ adjective possessing up-to-date or 
accurate information 

-Up /Ap/ suffix referring to the number of 
plates printed at one time on one side of a 
sheet 

UPC noun an American barcode system 
used on packaging and book covers. Full 
form universal product code 

update noun/'Apdert/a news item which 
has the latest information on a topic 
already covered m verb /Ap'deit/ to change 
information so that it is up to date and 
accurate 

up front /,ap 'frant/ adverb in advance 
upper and lower case /,4po on 'louo 
keis/ noun a style of printing where the 
first letter of each word is a capital, and all 
the others are small o He corrected the 
word 'coMputer', replacing the upper case 
M with a lower case letter. Abbr u.&l.c. 
upper case /,^po 'keis/ noun capital 
letters and other symbols on a typewriter or 
keyboard, which are accessed by pressing 
the shift key o The headline is printed in 
upper and lower case (u & Ic). Abbr uc 


COMMENT: To instruct upper case, the 
editor underlines the text with three lines. 


The term 'upper case' comes from the case 
in which metal type was kept in front of the 
compositor. The case was divided into 
many little compartments, the top half being 
for capitals and the bottom part for small 
letters. 

up stroke /'Ap strauk/ noun a line made 

by moving the pen up the piece of paper 

up to date /4p to 'deit/ adjective 

containing the latest known data 

URL abbreviation Uniform Resource 

Locator 

usage /'ju:sid3/ noun the generally 

accepted way that words are used, which 

may not necessarilp be grammatically 

correct 

Usenet /'ju:znet/ noun a very large 

online bulletin board concerned with the 

news 

user /';ju:zo/ noun a person who uses 

something 

user-friendly /,ju:zo 'frendli/ adjective 

relating to language or software that makes 

interaction with a computer easy 

user's guide /'ju:zoz gaid/, user's 

handbook /'hendbok/ noun a book 

showing how to use something 

users manual /‘ju:zoz ,mzenjuol/ 

noun à booklet showing how a device or 

system should be used 

USM abbreviation unsharp masking 

UV varnish /,ju: 'vi: ,va:nrf/ noun a 

coating applied to book covers to make 

them shiny and more durable, which can be 

dried on the machine under UV light 

(NOTE: UV varnishing is cheaper than lami- 

nation, but does not have as glossy a 

finish.) 

UV varnishing /ju: ‘vir ,va:nrfrp/ 

noun the process of coating a cover with 

UV varnish 


vacuum /'vekjurm/ noun a space from 
which all air or gas has been emptied 
vacuum forming /'vakju:m ,fo:mm/ 
noun plastic moulding used in packaging, 
as in making boxes for kits or display 
vacuum frame /‘vekju:m fremm/ noun 
a frame from which the air can be extracted 
to make a vacuum, so that the film and the 
plate are tight together, without any buck- 
ling of the film 

vacuum pad /'vekju:m ped/ plural 
noun a suction cap which is used to lift a 
sheet of paper 

valuation /,vzlju'erf(o)n/ noun the 
process of calculating how much some- 
thing is worth a to buy a bookshop with 
stock at valuation to pay for the stock the 
same amount as its value as estimated by a 
valuer 

value /'vælju:/ noun the amount that 
something is worth either in money or 
quantity m verb to estimate how much 
money something is worth 

value added tax /,valju: 'zedid ,teks/ 
noun a tax on goods and services 
purchased which the seller must then pay 
to the government. Abbr VAT 

value publishing /'vzlju: ,pAblrfrp/ 
noun US the publishing of high-quality 
bargain books 

valuer /'væljuə/ noun a person who esti- 
mates how much money something is 
worth 

vandyke, Van Dyke US a trade name for 
a type of photographic proof made from 
film printed onto special paper. » blue, 
diazo paper, ozalid 

vanity publisher /‘veniti ,pAblrfo/ 
noun a publishing house that publishes an 
author's work in return for payment from 
the author. Vanity publishers do not typi- 
cally market or distribute their publica- 
tions. 


vanity publishing /'vaniti ,pAblif1p/ 
noun the publishing of books which are 
paid for by their authors 

variable /'veoriob(o)l/ adjective not 
always the same o Text was typed with 
variable spacing between the words. 
variable costs /veoriob(o)) 'kpsts/ 
plural noun production costs which 
increase with the quantity of the product 
made, e.g. wages and raw materials 
variable spacing /'veoriob(o)l 
persip/ noun spacing between words 
which can change, used in justifying lines 
variorum /,veori'oirom/ adjective 1. 
having commentary or notes written by 
various editors or scholars 2. containing 
different versions or readings of a text m 
noun an edition of a text with commentary 
or notes written by various editors or 
scholars, or with different versions or read- 
ings 

varnish /'va:nif/ noun a shiny coating 
applied to book covers or jackets to make 
them more durable, similar in appearance 
to lamination, but cheaper m verb to coat a 
book cover with varnish 

varnishing machine /'va:nrfrg mo 
Jim/ noun a machine which applies 
varnish to book covers 


vat /vaet/ noun a large container for liquid 


VAT /,vi: e1 'ti:, vzet/ abbreviation value 
added tax 


COMMENT: In the UK books and 
newspapers are not exempt from VAT; VAT 
is levied on them at 0%, that is, they are 
‘zero-rated. This is important for 
publishers, since it keeps the price to the 
customer low, and encourages the buying 
of books. It has another advantage in that a 
publisher (like any other trader) can claim 
back from the Customs and Excise 
Department any VAT which he has spent 
which is more than the VAT he has charged 
on his sales. Since books have 096 VAT 
charged on them, a publisher can claim 
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back all VAT which he spends on 
purchasing stationery, equipment, 
typesetting, etc. Finished books are 
charged at 0% VAT by the printer; if 
typesetting is done by the printer, it is 
included on the invoice at 0% VAT, since it 
is part of the finished book; if typesetting is 
done separately, then VAT is charged on it 
by the typesetter at the normal rate (and 
can eventually be claimed back by the 
publisher). 


VAT declaration /'væt deklo,rerf(o)n/ 
noun a statement declaring VAT income to 
the VAT office 

VAT inspector /'væt in,spekto/ noun a 
government official who examines VAT 
returns and checks that VAT is being paid 
VAT invoice /'vat ,invors/ noun an 
invoice which shows VAT separately 

VAT invoicing /vat ,invorsin/ noun 
the sending of invoices including VAT 
vat machine /'væt ma, fi:n/ noun a type 
of machine used in the paper industry for 
making board 

vatman /'vzetmaen/ noun an employee 
who makes handmade paper 

VATman /'vetmen/ noun a VAT 
inspector 

VAT office /'vat ,pfrs/ noun a govern- 
ment office dealing with the collection of 
VAT in an area 

vat paper /'vat ,perpo/ noun paper 
made in a vat machine 

VCR abbreviation video cassette recorder 
VDT abbreviation video display terminal 
VDU abbreviation visual display unit 
vector /'vekto/ noun a coordinate that 
consists of a magnitude and direction 
vector font /'vekto font/ noun the 
shape of characters within a font that are 
drawn using vector graphics, allowing the 
characters to be scaled to almost any size 
without changing the quality. Compare 
bitmapped font 

vector graphics /'vekto ,grzfrks/, 
vector image /,vekto 'mmidz/, vector 
scan /'vekto sken/ noun a computer 
drawing system that uses line length and 
direction from an origin to plot lines and so 
build up an image rather than a description 
of each pixel, as in a bit map o A vector 
image can be easily and accurately resized 
with no loss of detail. 

vehicle /'vi:ik(o)l/ noun the liquid part of 
printing ink, which carries the pigment 
vellum /'velom/ noun smooth, fine 
parchment or paper made from polished 
calf, sheep or goat skin 


venture /'ventfo/ noun a business or 
commercial deal which involves a risk 
venture capital /,ventfo 'kzeprt(o)l/ 
noun capital for investment which may 
easily be lost in risky projects, but can also 
provide high returns. Also called risk 
capital 

verbal permission /,v3:b(o)) po 
'mrf(o)n/ noun the act of telling somebody 
that they are allowed to do something 
verification /,verifi'kerf(o)n/ noun the 
act of checking that something is true and 
accurate 

verify /‘vertfat/ verb to check that some- 
thing is true and accurate 

version /'v3: [(o)n/ noun a copy or form 
of something that is slightly different from 
the original 

verso /'v3:s9U/ noun the left-hand page 
of a book, usually given an even number 
vertical /'va:tik(o)l/ adjective upright, 
forming an angle of 90? to the ground 
vertical alignment /vs:tik(5)) o 
Jaimnmont/ noun the spacing of matter so 
that the items are correctly placed above 
each other on the page 

vertical axis /hnorizont(o) 'zksis/ 
noun reference lines used for vertical coor- 
dinates on a graph 

vertical communication /,v3:trk(o)l 
ko,mju:nr'kerf(o)n/ noun communica- 
tion between senior managers via the 
middle management to the workers 
vertical dimension /'va:trk(o)] dar 
menfon/ noun the depth of a page from 
head to foot (NoTE: When giving dimen- 
Sions of a book in Britain the vertical 
dimension is always given first: this book is 
198 x 129mm; if it were landscape format it 
would be 129 x 198mm.) 

vertical integration /,v3:trk(o)] ,mt1 
'grerf(o)n/ noun the joining together of 
two businesses which deal with different 
stages in the production or sale of a 
product, as when a publisher buys a book- 
seller, or a printer buys a typesetter 
vertical jobbing press /,va:trk(o)l 
'dapbig ,pres/ noun a small letterpress 
machine printing flat formes which move 
vertically and not horizontally 

vertical justification — /,va:trk(o)l 
,da^stifr'kerf(o)n/ noun adjustment of 
the spacing between lines of text to fit a 
section of text or column into a page 
vertically /'va:trk(o)li/ adverb from top 
to bottom or going up and down at right 
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angles to the horizontal o The page has 
been justified vertically. 

vertical scrolling — /va:trk(o)l 
'skrouli/ noun the act of moving text up 
or down a computer screen a line at a time 
vertical tab /,va:trk(2)] 'taeb/ noun the 
number of lines that should be skipped 
before printing starts again 

vide /'vidi/ verb used in cross-references 
(NOTE: From the Latin word meaning ‘see’.) 
vide infra /,vaidi 'infro/ phrase a Latin 
phrase meaning 'see below', used in cross 
references 

video /'vidiou/ noun a recording on video 
tape 

videobook /'vidiaubuk/ noun an educa- 
tional video that can be downloaded from a 
website as part of a training course 

video cassette /'vidioo ko,set/ noun a 
container for video recording tape which 
enables it to be played back by a VCR 
video cassette recorder /,vidiou ko 
'set ri,kordo/ noun a machine which will 
record and play back television pictures. 
Abbr VCR 

videodisc /'vidioudisk/ noun a read- 
only optical disk used to store large 
amounts of data and pictures 

video display /'vidioo dr,splei noun a 
device that can display text or graphical 
information 

video monitor /'vidiou ,mponito/ noun 
a device able to display signals from a TV 
camera, which are then recorded onto 
video tape 

video player /'vidiou ,plero/ noun a 
device that can play back video recordings 
but cannot record 

video recorder /'vidiou rr ko:do/ noun 
a device for recording TV images and 
sound onto video tape 

video tape /'vidiou terp/ noun magnetic 
tape which can be used to record pictures 
and play them back on a television set 
video terminal /'vidiou ,ts:mrn(o)l/ 
noun a keyboard with a monitor 


videotext  /'vidiootekst/ noun a 
communications service linked to an 
adapted television receiver or video 


display terminal by telephone or cable tele- 
vision lines to allow access to pages of 
information. Systems can be one-way, 
allowing only for the display of selected 
information, or online or interactive, 
allowing for two-way communication. 


COMMENT: This covers information 
transmitted either by TV signals (teletext) or 
by signals sent down telephone lines 
(Viewdata). 


vide supra /,vaidi 'su:pro/ phrase a 
Latin phrase meaning 'see above', used in 
cross references 
view /vju:/ noun an opinion about some- 
thing o I hold the view that every school 
should have a library. a to print 8 pages to 
view to print 8 pages at a time on each side 
of the sheet of paper 
Viewdata /'vju:deirto/ a trade name for a 
videotext system 
COMMENT: The user calls up the page of 
information required, using the telephone 
and a modem, as opposed to teletext, 
where the pages of information are 
repeated one after the other automatically. 
viewer /'vju:o/ noun 1. a person who 
looks at something 2. an apparatus with a 
light box for looking at photographic slides 
vignette /vin'jet/ noun 1. a very small 
illustration, used e.g. to decorate a title 
page. a bibliographical page or the last 
page of a book 2. a halftone illustration 
which fades into the background at the 
edges (NOTE: Another US term is fade-out 
halftone.) 
vinyl foils /varn(o)l forlz/ plural noun 
foils for blocking plastic covers 
viral design /'vairol di,zam/ noun the 
design of a message that encourages recip- 
ients to forward the message on to others 
viral marketing /'vairol ,ma:kitr/ 
noun marketing by word of mouth or by 
spreading advertising messages on the 
Internet 
virgin paper /‘v3:d3in ,perpa/ noun 
paper which has been made from fresh 
wood or cotton pulp and not from old 
paper. Compare recycled paper 
virgule /'va:gju:l/ noun an oblique 
stroke or solidus (the printing sign: /) 
virtual learning environment 
/,vaitfuel 'I3:nrg 1n,varrenmont/ noun a 
website which helps students to learn, e.g. 
by hosting course materials, quizzes, 
discussion pages etc. Abbr VLE 
virus /'vairos/ noun an infection in a 
computer system which can damage the 
software systems and the data 
viscosity /vi'skpsiti/ noun the degree of 
fluidity of ink, glue or varnish 
viscous /'viskos/ adjective liquid, but 
which does not run freely 
visible imports /,vizib(o)] 'mmpo:ts/ 
plural noun real goods which are imported 
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visual /'vr;uol/ adjective to do with being 
seen, or possible to see m noun 1. a rough 
sketch o The designer has sent in some 
visuals for the covers. 2. finished artwork, 
graphics, photographs or illustrations, used 
as part of a printed output (NOTE: The US 
term is comprehensive layout.) 

visual display unit /,vrsuol dr'spler 
,ju:nit/, visual display terminal noun a 
device used with a computer and a 
keyboard to display words and graphics on 
a screen. Abbr VDU, VDT 

visual space /'vizual speis/ noun 
leading between lines of text 

viz /viz/ abbreviation an abbreviation of 
the Latin word ‘videlicet meaning 
*namely', used to give an example 

VLE abbreviation virtual learning environ- 
ment 

vocabulary /vou'kabjulori/ noun the 
number of words in a particular language 
or related to a specific subject o The vocab- 
ulary of information handling is very 
specialised. 

vocational qualification — /voo 
,kerf(o)nol ,kwnplifr'kerf(o)n/ noun a 
certificate which states that somebody has 
the training or skills needed to do a partic- 
ular job 

vocational training /vou,kerJ(o)nol 
‘treinin/ noun courses which teach people 
the skills for specific jobs or professions 
void /vord/ adjective not legally valid o 
null and void m verb n to void a contract 
to make a contract invalid 


void hickey /,void 'hiki/ noun a hickey 
in the form of a white spot on print 
volume /'vplju:m/ noun 1. a book, espe- 
cially a large one 2. one of a series in a set 
of books or journals 3. the loudness of the 
noise produced by something 

volume discount /‘volju:m 
,diskaunt/ noun a discount given to a 
customer who buys a large quantity of 
goods 

volume factor /‘volju:m fæktə/, 
volume number noun the thickness of 
paper shown as the millimetre thickness of 
100 sheets of 100gsm paper 

volume of output /vpoljum ov 
‘autput/ noun the number of items 
produced 

volume of sales /,volju:m ov 'seilz/ 
noun the number of items sold. Also called 
sales volume 

volume rights /'volju:m raits/ plural 
noun the right to publish a text as a book 
during its term of copyright, either in the 
original edition or in cheap paperback 
versions, or by licensing the right to 
publish it to another publisher 

VORTAL /'vo:tol/ noun a portal website 
that contains information for just one 
particular industry or interest group 
voucher copy /'vaout[o ,kpnpi/ noun a 
free copy of a periodical given to an adver- 
tiser, or of a book given to a person who 
has worked on it 

voucher proof /'vautfa pru:f/ noun a 
proof sent by the printer for information 
only, not for correction 


W3C /dab(o) ju: Ori: 'si; noun a 
consortium of organisations, program- 
mers, developers, industry executives and 
users which seeks to guide the future 
development of the World Wide Web and 
ensure that all web technologies are 
compatible with one another. Full form 
World Wide Web Consortium 


waive /weiv/ verb to decide not to 
enforce a regulation 


waiver /'wervo/ noun permission to do 
something although it is not in accordance 
with the regulations 


waiver clause /'weivo klo:z/ noun a 
clause in a contract giving the conditions 
under which the rights in the contract can 
be given up 

wall chart /'wo:l tfa:t/, wall map noun 
a chart or map which is made to hang up or 
to be pinned up on a wall 


WAN /wen/ abbreviation Wide Area 
Network 


want ads /'wont zdz/ plural noun 
advertisements listed in a newspaper under 
special headings, such as ‘Property for 
sale’ or ‘Jobs wanted’ 


WAP /wep/ abbreviation a standard 
protocol for the transmission of electronic 
data between hand-held narrowband 
devices such as mobile phones and pagers 
and other sources of digital information 
such as the Internet. Full form wireless 
application protocol 

warehouse /'weohaus/ noun a large 
building where goods are stored m verb to 
store goods in a warehouse 

warehouse capacity /'weshaus ko 
,pasiti/ noun space available in a ware- 
house 

warehouseman /'weohausmon/ noun 
a person who works in a warehouse 


warehousing /'weshauzin/ noun the 
act of storing goods in a warehouse o 
Warehousing costs are rising rapidly. 
warp /wo:p/ verb to bend or curve 
because of damp conditions 

warpage, warping noun the process of 
becoming bent or curved 

warranty /‘woronti/ noun a written guar- 
antee given by a company against faulty 
goods or workmanship 

wash-up /'wpf ap/ noun the cleaning of 
a printing press after use 

wastage /'weistid3/ noun the amount 
lost by being wasted o Allow 10% extra 
material for wastage. 

waste /weist/ noun rubbish or things that 
are not used m adjective not used 

waste paper /'weist ,perpo/ noun paper 
which is not used, and which can be 
collected for recycling 

waste sheet /'werst fi:t/ noun a sheet 
of paper in the endpapers, which is kept to 
protect the other sheets during binding and 
is then cut out 

water-immersion test /wo:o 1 
,m3:J(o)n ,test/ noun a test to show how 
effective size is on paper 

waterleaf /'wo:toli:f/ noun freshly- 
made paper which has not been sized 
watermark  /wo:toma:k/ noun a 
distinctive mark impressed into the fabric 
of paper when it is made, which can be 
seen by holding the paper to the light m 
verb to put a watermark in paper 


COMMENT: Watermarks are most often 
used in banknote paper, but they also 
appear in handmade paper and other fine 
papers. They are a useful way of dating old 
documents or antiquarian books. 


waterproof /'wo:topru:f/ adjective not 
allowing water to pass through o Plastic 
book jackets are waterproof. 
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water-soluble ink /'wo:to ,soljob(o)l 
An K/ noun ink that can dissolve in water 
.WaV suffix a file extension for a sound 
file. Full form waveform 

wavy line /'weivi lam/ noun a line 
which goes up and down regularly o to 
instruct bold face, underline the word or 
words with a wavy line 

wavy paper /'weivi ,perpo/ noun paper 
which crinkles at the edges, because of 
irregular damping 

wax engraving /'wzks in,gretvin/ 
noun a method of electrotyping for maps 
and charts, using engraved wax as a mould 
wax paper /'weks ,peipo/, waxed 
paper noun paper made from chemical 
pulp, coated with a layer of wax to make it 
more or less waterproof and used as wrap- 
ping paper 

WCT abbreviation WIPO Copyright 
Treaty 

wear /we»/ noun o fair wear and tear 
acceptable damage caused by normal use o 
The insurance policy covers most damage 
but not fair wear and tear to the machine. 
Web /web/ noun» World Wide Web 
web break /'web brerk/ noun a split or 
tear in the paper as it is running through a 
web-fed press 

web break detector /'web breik di 
,tekto/ noun a device which senses if the 
web of paper breaks and stops the machine 
running 

web browser /'web ,brauzo/ noun a 
single file stored on a web server which 
contains formatted text, graphics and 
hypertext links to other pages on the 
Internet. A webpage is created using 
HTML codes and is viewed with a browser. 
webcasting /‘webka:st1/ noun the use 
of the World Wide Web as a medium for 
broadcasting information 

web content management /'web 
kontent ,manidamont/ noun formal 
organisation of the content on a company's 
website, including updating, branding, 
editorial access, formatting and supporting 
software considerations 

web crawler /web ,kro:o/ noun a 
program used to search through pages on 
the World Wide Web for documents 
containing a specific word, phrase or topic 
web-enable /'web rneib(o)l/ verb to 
make an electronic device or a software 
application capable of accessing the 
Internet 


‘The Sharing Wycombe's Old 
Photographs scheme or SWOP has been 
awarded a heritage Lottery Grant of £50 
000 to digitise and web-enable the 
prints.” [UK NewsQuest] 


web-fed /'web fed/ adjective taking 
paper from rolls 


web-fed press /'web fed ,pres/ noun a 
press which prints on paper from a reel. 
Compare sheet-fed press 

web folio /'web ,fauliau/ noun a collec- 
tion of webpages with an underlying 
defining theme, e.g. the pages of an elec- 
tronic book or the electronic images of an 
artist's portfolio 


web form /'web fo:m/ noun an elec- 
tronic document similar to a printed form, 
which can be used to collect information 
from a visitor to a website. When the form 
has been filled in the form, it is usually 
returned to the owner of the website by e- 
mail. 


web gain /'web gern/ noun stretching of 
the paper as it is running through a web-fed 
press 

webliography /,webli'pgrofi/ noun1. a 
list of documents available on the World 
Wide Web 2. a list or catalogue of all the 
web-based material relating to a specific 
subject 


weblish /'weblrf/ noun the form of 
English used globally online, with charac- 
teristic features such as the omission of 
apostrophes and capital letters, the use of 
abbreviations and the rapid absorption of 
new words 


weblog /'weblpg/ noun a frequently 
updated personal journal chronicling links 
at a website, intended for public viewing 
web marketing /'web ,ma:kit1n/ noun 
marketing that uses websites to advertise 
products and services and to reach poten- 
tial customers 

webmaster /'webma:sto/ noun some- 
body who creates, organises or updates 
information on a website 

web offset printing /'web ofset 
,printi/ noun offset printing using paper 
from a large roll 

webpage /'webperd3/ noun a computer 
file, encoded in HTML and containing 
text, graphics files and sound files, that is 
accessible through the World Wide Web 
web paper /'web ,perpo/ noun paper 
supplied in large rolls 


web perfector 
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web perfector /'web pa,fekta/ noun a 
web machine which prints both sides of the 
web at the same time 
web press /'web pres/, web machine 
noun a printing machine which uses rolls 
of paper 
web server /'web ,ss:vo/ noun a 
program that serves up webpages when 
requested by a client, e.g. a web browser 
website /'websait/ noun a computer 
program that runs a web server providing 
access to a group of related webpages 
wedge serif /'‘wed3 ,serif/ noun a serif 
with a straight slope 
weekly /'wi:kli/ nouna publication that is 
produced every week 4m adjective 
happening regularly once a week 
weigh /wel/ verb 1. to measure how 
heavy something is o He weighed the 
packet at the post office. 2. to have a partic- 
ular weight o The paper weighs 70gsm. 
weight /weit/ noun 1. a measurement of 
how heavy something is 2. a heavy object, 
often decorative, used to stop papers from 
falling or being blown away 
COMMENT: Paper weight is usually 
calculated in gsm, and varies from about 
30gsm (Bible paper) to about 150gsm 
(heavy cartridge). Board for paper covers is 
also calculated in gsm: a common cover 
weight is 240gsm. In the USA, paper weight 
is calculated in pounds per 500 sheets. 
Note that a heavy paper is not necessarily 
bulkier (thicker) than a lightweight paper. 
weight limit /wert ,ltmit/ noun the 
maximum weight of something 
wet beaten stuff /,wet ,bi:t(o)n 'stAf/ 
noun a beaten pulp at the wet end of a 
papermaking machine 
wet carbon process /,wet 'ka:bon 
\prauses/ noun the colour correction 
process used in gravure, involving three- 
colour carbon tissues 
wet end /'wet end/ noun the part of a 
papermaking machine where the wet pulp 
passes onto the wire mesh 
wet expansion /'wet 1k,spenfoan/ 
noun a measurement of the increase in 
length of a piece of paper when it is put in 
water 
wet felt /‘wet felt/ noun felt that has 
absorbed water, used as the base on which 
the paper moves through a papermaking 
machine 
wet flong /'wet flop/ noun a flong made 
of alternate layers of tissue paper and blot- 
ting paper pasted together and used wet 


wet-on-wet printing /,wet pn ‘wet 
,printip/ noun a method of printing where 
one colour is printed on top of another 
before the first colour is dry 
wet plate /'wet plert/ noun a photo- 
graphic negative or positive made by a 
collodion method 
wet proofing /,wet 'pru:fm/ noun the 
act of taking proofs off plates, as opposed 
to plastic or dry proofs such as Cromalin 
wet stock /'wet stpk/ noun paper pulp 
before it is processed to make paper 
wet strength /'wet stren®/ noun the 
strength of paper when wet 
wet strength paper /wet strend 
,perpo/ noun paper which remains strong 
even when wet, because of the addition of 
resin to the pulp 
Wf abbreviation wrong font 
COMMENT: Marked by the reader in the 
margin, while the incorrect character is 
circled (now it is more usual to put a cross 
in a circle in the margin). 
what you see is what you get noun 
full form of WYSIWYG 
whipstitching /'wrpstit f[15/ noun same 
as overcasting 
whirler /ws:lo/ noun a machine for 
evenly sensitising printing plates 
white line /,wairt 'larn/ noun a line space 
between two lines of printed text 
white out /,wait 'aot/ verb 1. to print a 
text as white lettering out of a black or 
coloured background o The cover will use 
white-out lettering on a dark blue back- 
ground. 2. to space out type matter 3. to 
paint out part of the copy on artwork so that 
it does not reproduce 
white sale /,wait 'seil/ noun US a sale 
of selected academic and very specialised 
books 
white space /'wait spers/ noun the part 
of a printed page with no printing on it 
white water /,wait 'wo:to/ noun water 
which has drained out the paper pulp and 
which is strained to retrieve fibrous matter 
whole binding /'houl ,barndıy/ noun 
same as full binding 
whole bound book /houl baund 
'buk/ noun a book that has been 
completely covered in a binding material 
such as leather 
wholesale /'houlseil/ adjective buying 
and selling goods in bulk to people who 
then sell them on in smaller quantities as 
retail goods o the wholesale trade the 
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business of buying large quantities of 
merchandise from a manufacturer and 
selling it on to retail dealers 
wholesale bookseller  /'houlseil 
,bukselo/, wholesaler /'houlseilo/ noun a 
bookseller who buys books from 
publishers in large quantities and sells 
them on to institutions, government 
purchasing organisations or retail book- 
shops, and does not sell to the public 
(NOTE: US English is book jobber.) 
wholesale dealer /houlseil ,di:lo/ 
noun a person who sells in bulk to retailers 
wholesale terms /houlseil t3:mz/ 
plural noun special terms offered by a 
publisher to a wholesaler, usually at least 
5096 discount 
Wickersham quoin /'wikofom korn/ 
noun a steel quoin which can be extended 
with a key 
Wide Area Network /,waid ,eorio 
'netw3:k/ noun a network of terminals 
with links outside the local area by radio, 
satellite and cable. Abbr WAN 

COMMENT: WANs use modems, radio and 

other long distance transmission methods; 

LANS use cables or optical fibre links 
wideband /'wardband/ noun a trans- 
mission with a bandwidth greater than that 
of a voice channel 
widow /'widou/ noun the last line of a 
paragraph printed by itself at the top of a 
page or column 
width /wid0/ noun o width of a char- 
acter the distance across a printed char- 
acter which is not related to its weight, or 
the thickness of the strokes 
Wi-Fi /'war far/ a certification trademark 
which assures that wireless Local Area 
Network products are compatible and can 
operate without interfering with each other 
Wiki /‘wiki/ noun a type of website which 
is designed to be edited or added to by its 
users 
WIMP /wimp/ noun a description of an 
integrated software system that is entirely 
operated using windows, icons and a 
mouse-controlled pointer. Full form 
windows, icons, mouse, pointer 
window /'windou/ noun 1. a reserved 
section of a computer screen, with specific 
information, which can overwrite other 
sections on screen and can be selected at 
any time for editing or reference 2. an 
opening in an envelope to show the address 
printed on the enclosed document 


window display /'windoo di,splei 
noun à display of goods in a shop window 
window dresser /'windou ,dreso/ 
noun a person who arranges a window 
display 

windowing /'windour/ noun 1. the 
action of setting up a window to show 
information on the screen 2. the act of 
displaying or accessing information via a 
window 

WIP abbreviation the value of goods being 
manufactured which are not complete at 
the end of an accounting period. Full form 
work in progress 

wipe /warp/ noun a printing defect where 
the ink blurs and forms lines at the edge of 
the type area 

wipe-on plate /'waip pn pleit/ noun a 
printing plate which is not presensitised 
but needs to have a light-sensitive coating 
wiped on by hand 

WIPO /waipou/ abbreviation World 
Intellectual Property Organization 

WIPO Copyright Treaty /warpoo 
‘kppirait ,tri:ti/ noun a set of guidelines 
regarding copyright protection on software 
and databases, as well as technology 
relating to copyright such as anti-copying 
measures on CDs. It was ratified in the EU 
and came into force in 2002. Abbr WCT 
WIPO Performances and Phono- 
grams Treaty noun a set of guidelines 
regarding copyright of intellectual prop- 
erty in relation to advances in technology 
in recent years. It was ratified in the EU 
and came into force in 2002. Abbr WPPT 
Wire /"waro/ noun 1. a thin thread of metal 
2. a small metal staple, used for binding 
wire binding /'waro ,bamndi/ noun a 
method of binding the pages of a book with 
a wire which runs through holes in the 
margins of the pages 

wire-bound /'waro baund/, wire- 
stitched adjective relating to a book where 
the pages are attached with wire, as 
opposed to sewn binding using thread 


wireless application protocol 
/wareles  ,eplr'kerf(o)n ,proutəkol/ 
noun full form of WAP 

wireless local area network 


/, wareles ,lauk(a)l ,eorio 'netw3:k/ noun 
full form of WLAN 

wireless markup language 
/wareles 'ma:kAp ,laeggwida/ noun a 
standardised system for tagging text files, 
based on XML, which specifies the inter- 
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faces of narrowband wireless devices. 
Abbr WML 

Wire-O Binding /‘wator əu ,bamdin/a 
trade name for a method of binding using a 
spiral wire running through holes in the 
margin of the pages of a loose-leaf book 
wire-sewn  /waro soun/ adjective 
relating to a method of binding where the 
signatures are attached with wire staples 
wire side /'warə said/ noun the side of a 
piece of paper which lies on the wire mesh 
when it is being made, and sometimes has 
the marks of the mesh on it 

wire stabbing /'warə ,steebin/ noun a 
method of binding very thick books, where 
metal staples are passed through the edge 
of folded sheets from front to back 

wire stitching /‘wato ,stitJi/ noun a 
method of attaching the sections of a book 
by metal staples 

withdraw /wi0'dro:/ verb to remove 
something o They were told to withdraw 
some of the old books from the library. 
without prejudice /w10,aut 
'‘pred3udis/ adjective words written on a 
letter to indicate that the writer is not 
legally bound to do what he or she offers to 
do in the letter 

WLAN abbreviation a local area network 
that uses high-frequency radio signals to 
connect with computers within its range 
without the need for cables. Full form 
wireless local area network 

WML /,dab(a)l ju: em 'el/ abbreviation 
COMPUT wireless markup language 
women's magazine /'wiminz mzgo 
Zi:n/ noun a magazine aimed at the 
women's market 

wood block /'wod blpk/ nouna block of 
hard wood, cut to make an illustration 
woodcut /‘wudkat/ noun an illustration 
made by printing from a block of hard 
wood, where the design is cut into the 
wood along the grain, making a less deli- 
cate design than a wood engraving 

wood engraving /‘wud ingretvin/ 
noun an illustration made by printing from 
a block of wood, where the design is cut 
into the end grain of the wood, against the 
grain, making the design sharper and more 
durable than a woodcut 

woodfree paper /‘wudfri: ,perpo/ 
noun paper which is made from chemical 
pulp, and not from mechanical woodpulp 
(NOTE: In spite of its name, it is still made 
from wood.) 


wood furniture /'wud ,fsiitfa/ noun 
pieces of wood used to fill spaces in a 
forme 
wood letters /'‘wud ,letoz/, wood type 
noun very large letters cut in hard wood, 
used for posters 
woodpulp /‘wudpalp/ noun material 
made from crushed wood mixed with 
water, used to make paper 
COMMENT: Woodpulp is either crushed from 
small pieces of wood by machine 
(mechanical pulp) or dissolved using 
chemicals (chemical pulp). 
word /wa:d/ noun a separate item of 
language, which is used with others to 
form speech or writing that can be under- 
stood 
wordage /'w3:drids/ noun the number of 
Words in a text, used often as a method of 
payment for work such as keyboarding or 
translation 
word break /'ws:d bretk/ noun the 
point where a long word can be divided by 
a hyphen at the end of a line 
word count /ws:d kaunt/ noun the 
process of counting the number of words in 
a text o The word-processing program has 
a word count facility. 
word division /'wa:d di,via(o)n/ noun 
a way of splitting words at the ends of 
lines, by inserting a hyphen 
wording /'ws:din/ noun a series of 
words o Did you read the wording on the 
contract? 
word-process /,wa:d 'prouses/ verb to 
edit, store and manipulate text using a 
computer 
word processing /,wa:d 'prousesin/ 
noun the creation, retrieval, modification, 
storage and printing of text using a 
computer or other electronic equipment. 
Also called text processing 
word-processing package /'wa:d 
\prousesin ,peekid3/ noun software on a 
program disk with an instruction manual, 
which enables word processing to be 
carried out 
word processor /,wa:d 'prouseso/ 
noun a computer that will run a word- 
processing program, usually used to create 
text 
word space /'wa:d spers/ noun a white 
space left between two words in contin- 
uous text 
word spacing /'ws:d ,speisip/ noun 
spaces between words which are made 
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wider or narrower to fit the characters into 
a fully justified line 

words per minute /,wa:dz p3: 'minit/ 
noun a method of measuring the speed of a 
printer or a keyboarder. Abbr WPM 

word wrap /'wa:d ræp/ noun a system in 
word processing where the operator does 
not have to indicate the line endings, but 
can keyboard continuously, leaving the 
program to continue the text on the next 
line 

Work /wa:k/ noun 1. a published docu- 
ment 2. the tasks involved in a job m verb to 
do things with the hands or brain, for 
money o The factory is working hard to 
complete the order. o She works better now 
that she has been promoted. 

work and tumble /,wa:k on 'tamb(a)l/ 
adverb referring to a printing imposition 
where one side of the sheet of paper is 
printed, then the paper is turned upside 
down to print the other side from the same 
forme, changing the edge which is fed to 
the grippers 

work and turn /,wa:k on 'ta:n/ adverb 
referring to a printing imposition where 
one side of the sheet of paper is printed, 
then the paper is turned over to print the 
other side 

work and twist /,ws:k on 'twist/ 
adverb referring to a printing imposition 
where one side of the sheet of paper is 
printed, then the paper is turned over, 
twisted through 90? and printed on the 
other side, changing the edge which is fed 
to the grippers 

workbook /‘ws:kbuk/ noun a textbook 
with exercises and spaces for the answers 
to be written in 

working /'wa:kip/ noun a single pass 
through a printing machine which will 
complete the printing of a sheet 

working capital /‘wa:kin ,kapirt(o)l/ 
noun money that is available immediately 
and not tied up in investments, property or 
equipment 

work in hand /,wa:k ın ‘hend/ noun 
work which is in progress but not finished 
work in progress /,wa:k in 'prougres/ 
noun 1. the value of goods being manufac- 
tured which are not complete at the end of 
an accounting period 2. full form of WIP 
workload /'ws:kloud/ noun the amount 
of work to be done in a stated time by a 
person or group o He has difficulty in 
coping with his heavy workload. o My 


workload has doubled since the senior 
editor left. 

work of reference /,w3:k ov 
'ref(o)rons/ noun an important and well- 
known reference book o It is the standard 
work of reference on tropical diseases. 
work permit /‘wa:k ,pa:mit/ noun an 
official document which allows somebody 
who is not a citizen to work in a country 
workspace /'wa:kspets/ noun memory 
space available on a computer for tempo- 
rary work 

work station /'wa:k ,sterf(o)n/ noun a 
desk with a computer, keyboard and some- 
times a printer 


workup /'w3:kAp/ noun a black mark on 
a printed sheet caused by a piece of lead 
which has moved and caught the ink 
world rights /,wa:ld 'raits/ plural noun 
the right to sell copies of a book anywhere 
in the world 


World Wide Web /,wa:ld ‚ward 'web/ 
noun a hypertext representation of the 
Internet, a collection of the millions of 
websites and webpages which together 
form the part of the Internet that is most 
often seen by users. Abbr www 
COMMENT: Each website on the World Wide 
Web is a collection of webpages, and each 
webpage contains text, graphics and links 
to other websites. Each page is created 
using the HTML language and is viewed by 
a user with a web browser. To navigate 
between webpages and websites is called 
surfing, which requires a computer with a 
link to the Internet and a web browser to 
view the webpages stored on the remote 
web servers. 
WORM /ws:m/ noun an optical disk 
storage system that allows the user to write 
data to the disk once, but the user can then 
read the data from the disk many times. 
Full form write once read many times 
memory 
wove /wouv/ noun paper with an antique 
finish, which does not show laid lines but 
shows the marks of the mesh on the dandy 
roll. Compare laid paper 
WPM abbreviation words per minute 


WPPT abbreviation WIPO Performances 
and Phonograms Treaty 

wrap /rep/ noun a four-page section 
wrapped round a signature before binding 
and bound up with it m verb n to wrap 
round to put a four page section round a 
signature before the book is bound o There 


are sixteen pages of plates wrapped round 
sigs 2, 4, 5 and 6. 


wraparound 
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wraparound /raepo,aund/ noun a 
system in word processing where the 
writer does not have to put in line endings, 
because the end of each line is automati- 
cally marked by the program 
wraparound plates /'rapo,raund 
plerts/ plural noun flexible plates wrapped 
round the steel cylinders on a rotary letter- 
press or in flexography 

wrapper /'raepo/ noun PUBL same as dust 
jacket 

wrappering /'raeporr/ noun the process 
of putting paper covers on paperbacks 
wrapping /'rzprp/ noun the process of 
putting periodicals into plastic or paper 
envelopes for mailing 

wrapping paper /'rzpir ,perpo/ noun 
special coloured paper for wrapping 
presents 

wrappings /'rzpigz/ plural noun papers 
used for wrapping 

wrapround /'rzpraund/ noun 1. a four- 
page section of printed pages such as a set 
of plates, which is wrapped round a signa- 
ture 2. a cover which is wrapped round a 
book 

wrinkle /'ripkol/ noun a small crease in 
paper caused by damp conditions which 
make the paper stretch 

Write /rait/ verb to use a pen, pencil or 
computer to produce letters, numbers and 
symbols on paper so that other people can 
read them 

write in /,rait 'tn/ verb to add matter to a 
text 


write out /,rart 'aut/ verb to write some- 
thing in full o She wrote out the minutes of 
the meeting from her notes. 


Writer /'raito/ noun a person whose job is 
to write books or articles for money 


writing /'rartıy/ noun something that has 
been written o to put the agreement in 
writing o He has difficulty in reading my 
writing. 

writing paper /'raitrg ,perpo/ noun 
good-quality paper used for writing letters 
written permission /,rit(a)n po 
'mrf(o)n/ noun a document which allows 
somebody to do something 


wrong font /,roy 'font/ noun a correc- 
tion mark to a printer to show that a char- 
acter is in the wrong font. Abbr wf 
wrong-reading /,roy 'rixdrp/ adjective 
relating to film or text which reads from 
right to left when viewed from the emul- 
sion side, so that when printed it will be the 
right way round. Also called flopped, 
reverse-reading 

wrong-reading film /rop 'ri:din/ 
noun film which reads in the wrong way, 
from right to left, when viewed from the 
emulsion side 


www abbreviation World Wide Web 


WYSIWYG /'wizirwig/ noun a system in 
which the text and graphics on a computer 
screen are exactly the same as what will be 
printed out. Full form what you see is 
what you get 


XYZ 


xerographic /,zriorou'grafik/ adjective 
relating to xerography 

xerographic copier /zriorougrzfil 
'kopio/ noun a plain paper copier, where 
the image of the original is transferred to 
the copy paper by electrostatic means 
xerographic printer /,zrorografrk 
'printo/ noun a printer such as a photo- 
copier where copies are made by electro- 
static means, i.e. ink is attracted to charged 
areas of a picture 

xerography  /zio'rpgrofi/ noun a 
copying method that relies on powdered 
ink being attracted to charged areas of an 
image 

Xerox /'zi:roks/ a trade name for a type of 
photocopier m verb to photocopy a paper or 
document m noun a photocopy made with a 
Xerox machine o to send the other party a 
xerox of the contract o We have sent 
xeroxes to each of the agents. 


XGA /,eks dsi: 'ei/ noun a standard for a 
PC colour video graphics adapter, devel- 
oped by IBM, which has a resolution of 
1,024 x 768 pixels with 256 colours on an 
interlaced display. Full form extended 
graphics array 

XGA-2 /,eks d3i: e1 'tu:/ noun a form of 
XGA which provides a resolution of 1,024 
x 768 pixels with 64,000 colours 


X height /'eks hart/ noun the height of 
the main central part of a printed character 
such as the letter x, which does not have an 
ascender or descender 


X line /'eks larn/ noun a line marking the 
top of the main part of a printed character 
such as the letter x 


XML /,eks em 'el/ noun a programming 
language designed for web documents 
which allows for the creation of custom- 
ised tags for individual information fields. 
Full form Extensible Markup Language 


X-Y /eks 'wav noun coordinates for 
drawing a graph, where X is the vertical 
and Y the horizontal value 
X-Y plotter /,eks 'war ,plpto/ noun a 
plotter which plots to supplied coordinates, 
by moving the pen in two planes while the 
paper remains stationary 
yankee machine /‘jenki mo,Ji:n/ 
noun a papermaking machine which has a 
machine glazing cylinder 
yapp binding /'jæp ,barndıy/ noun 
binding with a material whose edges 
project over the trimmed pages, used often 
for Bibles 
year /j19/ noun a period of twelve months 
yearbook /jrobok/ noun a book 
published once a year with details and 
information about a particular organisation 
or profession o the education yearbook 
year end /,j1o 'end/ noun the end of the 
financial year, when a company's accounts 
are prepared 
yellow /'jelou/ noun one of the three 
process colours (the others are cyan and 
magenta) m verb (of paper) to turn yellow 
when exposed to the light 
*Only as I flicked through a childhood 
copy of The Wind in the Willows did 
horror strike. The | book was 
disintegrating before my eyes. The once 
vivid, stiff cover was curling and 
fading... pages were yellowing and the 
paper so fragile you fear it would tear if 
you cast it a cross look. What on earth are 
these books made of? Are they the 
literary equivalent of the biodegradable 
coffin?' [The Herald] 
yellowing /‘jelauin/ noun the tendency 
of some paper to turn yellow when exposed 
to the light 
Yellow Pages /,jelau 'perd31z/ noun a 
telephone directory printed on yellow 
paper, which is organised alphabetically 


yellow press 
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according to the trade or business of the 
subscribers 

yellow press /'jelou pres/ noun a 
popular name for tabloid sensational news- 
papers 

YMCK /,wai em si: 'kei/ adjective full 
form yellow-magenta-cyan-black (NOTE: 
Normally written as CMYK.) 

young adult book /,jay 'zdalt ,buk/ 
noun a book written for adults but consid- 
ered suitable for adolescents 

zero-rated /ziorou 'rertıd/ adjective 
having a VAT rate of 096 

zero-rating /ziorou ,reitrp/ noun the 
rating of an item at 076 VAT 

zinc etching /'zipk ,et [15/ noun a block 
used to print illustrations with no tones 
such as line drawings 

zinco, zincograph noun a letterpress line 
block made of zinc 


zine /zi:n/ noun a self-published paper, 
Internet magazine or other periodical 
which is issued at irregular intervals and 
usually appeals to a specialist readership 


Zip /zip/ suffix a file extension for a zip 
file 

zip-a-tone /'zip ə ,toun/ noun a mechan- 
ical tint on self-adhesive film, used when 
preparing artwork 


zip file /zip fail/ noun a computer file 
with the extension ‘.zip’ containing data 
that has been compressed for storage or 
transmission. 


zone /zəun/ noun a region or part of a 
screen defined for specialised printing 


Zoom /zu:m/ verb to enlarge an area of 
text on a computer screen so that it is easier 
to work on 
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Instruction 
Insert (word or phrase) 

Insert (additional matter) A 
Delete and close up 
Close up space 
Substitute character 
Substitute word | peeebwounee | fiel 
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Insert single quotes should be infquote 
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Copyright Law in the UK 


Copyright Act 1956 
set up copyright protection for all original literary, dramatic, musical 
or artistic works made in the UK under the control of the Government 


Copyright, Designs And Patents Act 1988 
introduced the rights for the author of a work to be identified as such, 
and to not suffer harm to their reputation through mistreatment of 
their works 


EU Directive 92/100 1992 
clarified intellectual property rights in relation to copying or 
distribution of a person's work 


EU Directive 93/98 1993 
made copyright periods uniform throughout the EU, extending 
post-mortem copyright protection of a work from 50 to 70 years in 
the UK 


Trademarks Act 1994 
made provision for registration of trademarks and sets out guidelines 
for what constitutes infringement 


Copyright Resources on the Web 


UK Patent Office 
Information on copyrights, trademarks, patents and intellectual property. 


www.patent.gov.uk 


European Patent Office 
Information on copyright, trademarks, patents and intellectual property. 


www.european-patent-office.org 


Intellectual Property UK 
The Government site for the UK giving information on the law regarding IP. 


www.intellectua -property.gov uk 


World Intellectual Property Organisation 
An international organisation dedicated to promoting the use and protection of 
intellectual property. 


WWwW.Wipo.int 


UK Publishers 


AA Publishing 
www.theaa.com/bookshop/ 





ABC-Clio 
www.abc-clio.com 


Absolute Press 
www.absolutepress.co.uk 





Ian Allan Publishing Ltd 
www ianallanpublishing.com 





J. A. Allen 
www.halebooks.com 





Allison & Busby Ltd 
www.allisonandbusby.com 





Andersen Press Ltd 
www.andersenpress.co.uk 





Anness Publishing 
www.annesspublishing.com 





Anova Books 
www.chrysalisbooks.co.uk 





Anvil Press Poetry 
www.anvilpresspoetry.com 





Appletree Press Ltd 
www.appletree.ie 


Arcadia Books Ltd 
www.arcadiabooks.co.uk 





Ashgate Publishing Ltd 
www.ashgate.com 


Aureus Publishing Ltd 
www.aureus.co.uk 


Aurum Press Ltd 
www.aurumpress.co.uk 





Duncan Baird Publishers 
www.dbponline.co.uk 





Barefoot Books Ltd 
www.barefootbooks.co.uk 





BBC Audiobooks Ltd 
www.bbcaudiobooks.com 





BFI Publishing 
www.bfi.org.uk 


Black & White Publishing Ltd 
www.blackandwhitepublishing.com 





A & C Black Publishers Ltd 
www.acblack.com 


Black Ace Books 
www.blackacebooks.com 





BlackAmber Books Ltd 
www.blackamber.com 





Blackstaff Press Ltd 
www.blackstaffpress.com 





Blackwell Publishing Ltd 
www.blackwellpublishing.com 





Bloomsbury Publishing plc 
www.bloomsbury.com 





Marion Boyars Publishers Ltd 
www.marionboyars.co.uk 





Breedon Books Publishing Co. Ltd 
www.breedonbooks.co.uk 





British Library Publications 
www.bl.uk 


Cadogan Guides 
www.cadoganguides.com 





Calder Publications UK Ltd 
www.calderpublications.com 





Cambridge University Press 
www.cambridge.org 


Canongate Books Ltd 
www.canongate.net 


Carcanet Press Ltd 
www.carcanet.co.uk 





Cavendish Publishing Ltd 
www.cavendishpublishing.com 





Chambers Harrap Publishers Ltd 
www.chambersharrap.co.uk 





UK Publishers continued 


The Chicken House 
www.doublecluck.com 





James Clarke & Co. Ltd 
www.lutterworth.com/jamesclarke/ 





Colourpoint Books 
www.colourpoint.co.uk 





Constable & Robinson Ltd 
www.constablerobinson.com 





Continuum Books 
www.continuumbooks.com 





The Crowood Press 
www.crowood.com 


Dedalus Ltd 
www.dedalusbooks.com 





Dorling Kindersley 
www.dk.com 


Gerald Duckworth & Co. Ltd 
www.ducknet.co.uk 





Edinburgh University Press 
http://www.eup.ed.ac.uk/ 





Egmont Books 
www.egmont.co.uk 


Elliott & Thompson 
www.elliottthompson.com 





Elsevier Ltd 
www.elsevier.com 


Encyclopaedia Britannica UK Ltd 
www.britannica.co.uk 





Evans Brothers Ltd 
www.evansbooks.co.uk 





Faber & Faber Ltd 
www.faber.co.uk 


Flame Tree Publishing 
www.flametreepublishing.com 





Folens Publishers 
www.folens.com 


W. Foulsham & Co. Ltd 
www.foulsham.com 





David Fulton Publishers Ltd 
www.fultonpublishers.co.uk 





The Gallery Press 
www.gallerypress.com 





Garnet Publishing Ltd 
www.garnetpublishing.co.uk 





Granta Publications 
www.granta.com 


Harcourt Education Ltd 
www.harcourteducation.co.uk 





Harlequin Mills & Boon Ltd 
www.millsandboon.co.uk 





HarperCollins Publishers 
www.harpercollins.co.uk 





Haynes Publishing 
www.haynes.co.uk 


Hodder Headline Ltd 
www.hodderheadline.co.uk 





Icon Books Ltd 
www.iconbooks.co.uk 





Ilex 
www .ilex-press.com 





Insight Guides/Berlitz Publishing 
www insightguides.com 





Irish Academic Press Ltd 
www iap.ie 


The Ivy Press Ltd 
www.ivypress.co.uk 





Jane’s Information Group 
www.janes.com 


The Kenilworth Press Ltd 
www.kenilworthpress.co.uk 





Laurence King Publishing Ltd 
www.laurenceking.co.uk 





UK Publishers continued 


Kingfisher Publications plc 
www.kingfisherpub.com 





Letts Educational 
www lettsed.co.uk 


LexisNexis UK 
www.lexisnexis.co.uk 





Frances Lincoln Ltd 
www.frances-lincoln.com 





Liverpool University Press 
www.liverpool-unipress.co.uk 





Lonely Planet Publications 
www.lonelyplanet.com 





McGraw-Hill Education 
www.mcgraw-hill.co.uk 





Macmillan Publishers Ltd 
www.macmillan.co.uk 





Manchester University Press 
www.manchesteruniversitypress.co.uk 


Peter Owen Ltd 
www.peterowen.com 





Oxford University Press 
Wwww.oup.com 


Pearson Education 
www.pearsoned.co.uk 





Pen & Sword Books Ltd 
www.pen-and-sword.co.uk 





Penguin Group (UK) 
www.penguin.co.uk 





Phaidon Press Ltd 
www.phaidon.com 


Piatkus Books 
www.piatkus.co.uk 


Plexus Publishing Ltd 
www.plexusbooks.com 





Pluto Press 
www.plutobooks.com 





Merrell Publishers Ltd 
www.merrellpublishers.com 





Methuen Publishing Ltd 
www.methuen.co.uk 





Michelin Travel Publications 
www.viamichelin.com 





Nelson Thornes Ltd 
www.nelsonthornes.com 








New Holland Publishers UK Ltd 


Polity Press 
www.polity.co.uk 


Poolbeg Press Ltd 
www.poolbeg.com 


Profile Books Ltd 
www.profilebooks.co.uk 





Quadrille Publishing 
www.quadrille.co.uk 





Random House Group Ltd 
www.randomhouse.co.uk 





www.newhollandpublishers.com 


Oberon Books 
www.oberonbooks.com 





The Octagon Press Ltd 
www.octagonpress.com 





Oneworld Publications 
www.oneworld-publications.com 


Reaktion Books 
www.reaktionbooks.co.uk 





Reynolds & Hearn Ltd 
www.rhbooks.com 


Ryland Peters & Small 
www.rylandpeters.com 





The Orion Publishing Group Ltd 
www.orionbooks.co.uk 





SAGE Publications Ltd 
www.sagepub.co.uk 





UK Publishers continued 


Salariya Book Company Ltd 
www.salariya.com 


Scala Publishers 
www.scalapublishers.com 





Schofield & Sims Ltd 
www.schofieldandsims.co.uk 





Scholastic Ltd 
www.scholastic.co.uk 





Shepheard-Walwyn (Publishers) Ltd 
www.shepheard-walwyn.co.uk 





Short Books Ltd 
www.shortbooks.co.uk 





Simon & Schuster 
Wwww.simonsays.co.uk 





Springer-Verlag Ltd 
www.springeronline.com 





Stenlake Publishing Ltd 
www.stenlake.co.uk 





Stride Publications 
www.stridebooks.co.uk 





Sussex Academic Press 
WWNW.sussex-academic.co.uk 





Sutton Publishing Ltd 
www.suttonpublishing.co.uk 





Sweet & Maxwell 
www.sweetandmaxwell.co.uk 





Taschen UK Ltd 
www.taschen.co.uk 


Taylor & Francis Books Ltd 
www.tandf.co.uk/books/ 





Thames & Hudson Ltd 
www.thamesandhudson.com 





Time Warner Book Group UK 
www.twbg.co.uk 


Titan Books 
www.titanbooks.com 





Transworld Publishers 
www.booksattransworld.co.uk 





Usborne Publishing Ltd 
www.usborne.com 


V&A Publications 
www.vandashop.co.uk 





Virgin Books Ltd 
www.virginbooks.com 





University of Wales Press 
www.wales.ac.uk/press 





Walker Books Ltd 
www.walkerbooks.co.uk 





Ward Lock Educational Co. Ltd 
www.wardlockeducational.com 





The Watts Publishing Group Ltd 
Www. wattspublishing.co.uk 





Websters International Publishers Ltd 
www.websters.co.uk 





Which? Ltd 
http://bookshop. which.co.uk 





Whittet Books Ltd 
www.whittetbooks.com 





Wiley Europe Ltd 
http://eu.wiley.com 


Philip Wilson Publishers Ltd 
www.philip-wilson.co.uk 





The Women’s Press 
www.the-womens-press.com 





Woodhead Publishing Ltd 
www.woodhead-publishing.com 





Yale University Press 
www.yalebooks.co.uk 





Zoé Books Ltd 
www.zoebooks.co.uk 





Book Prizes and Awards 


American Book Award 

An annual award given in recognition of literary achievement by an American 
author, intended to be more open in terms of age, sex, race and genre of writing 
than other awards. 


Australian/Vogel Literary Award 
A prize given by Australian publishers Allen and Unwin for an outstanding 
unpublished manuscript by an author under the age of 35. 


Author's Club Awards 

Two awards made annually for outstanding works of literature, one for a first 
work of fiction and the other for a non-fiction work on architecture and the arts, 
each of £1,000. 


BA/Book Data Author Of The Year Awards 
A prize of £1,000 given to a British or Irish published author who has made the 
most impact over the course of the year according to a survey of bookshops. 


BBC4 Samuel Johnson Prize 
A prestigious prize for non-fiction writing, running since 1999. Each finalist 
receives £2,500 and the winner £30,000. 


Betty Trask Awards 
A total prize fund of £25,000, administered by the Society of Authors, for 
authors of an outstanding first novel ‘of a romantic or traditional nature’. 


Booktrust Early Years Awards 
A prize given for outstanding illustrated books for pre-school children, running 
since 1999, 


Bram Stoker Awards 
A set of prizes honouring ‘superior achievement’ in horror writing, given for 
novels, short stories and anthologies by the Horror Writer's Association. 


British Academy Book Prize 
An award that honours academic books on the humanities and social sciences, 
which are written to appeal to a non-specialist audience. 


Caldicott Medal 
A prestigious award given by the American Library Association to the writer of 
an outstanding American illustrated book for children. 


Carnegie Medal 
An award made by CILIP to the writer of an outstanding book for children, 
written in English and published during the previous year in the UK. 


Cholmondley Award 
A prize of £2,000 given to each of four poets each year, running since 1966. 


Commonwealth Writer's Prize 
Awards up to £10,000 each for outstanding books and first novels from the 
Commonwealth areas, Africa, the Caribbean, Canada and South-East Asia. 


Book Prizes and Awards continued 


David Cohen British Literature Prize 
An award given for lifetime achievement in the field of literature, administered 
by the Arts Council. The prize includes money to be used to fund further work. 


Duff Cooper Award 
A prize of £3, 000 given for the best work of history, biography or political 
science published in English or French. 


Dundee Book Prize 
An award of £6,000 and the chance of publication, awarded every two years for 
an unpublished manuscript. 


Elizabeth Longford Prize for Historical Biography 
Awards a prize of £3,000 for a work of historical biography published in the 
year preceding the awards. 


Encore Award 
A prize of £10,000 administered by the Society of Authors, given for an 
outstanding second novel published in the English language in the UK. 


Eric Gregory Trust Fund Awards 
A total prize fund of £24,000, to be shared between 4-6 authors of a published 
or unpublished collection of poetry. 


George Orwell Memorial Prize 
An award of £1,000 given for a political book, either fiction or non-fiction, 
which is accessible to a non-academic audience. 


Guardian Award 
A prestigious award for works of children's literature published in the UK 
during the preceding year, given by the Guardian Newspaper. 


Guardian First Book Award 
A prize for an outstanding piece of new writing published in the UK during the 
preceding year, given by the Guardian Newspaper. 


Hans Christian Andersen Awards 

An international prize presented every other year to authors and illustrators who 
have made a ‘lasting contribution’ to children's literature. Winners receive a 
gold medal. 


Hawthornden Prize 
An award given for ‘a work of imaginative literature’. It is one of the oldest 
awards, running since 1919. 


Hemingway Foundation/PEN A wards 
A prize given to a first novel or book of short stories by an American author, 
founded by Ernest Hemingway's widow Mary in 1976. 


Independent Foreign Fiction Prize 

An award now administered by the Arts Council which honours works 
translated into English and published in the UK. The winning author and 
translator both receive £5,000. 


Book Prizes and Awards continued 


James Tait Black Memorial Prizes 

Two awards given annually for works of fiction and biography, worth £3,000 
each. It is one of the oldest literary awards still in operation, running since 
1919. 


John Llewellyn Rhys Prize 
An award of £3,000 funded by the Mail on Sunday, given to an outstanding 
British or Commonwealth author under the age of 35. 


John Newbery Medal 
A prestigious award given by the American Library Association for an 
outstanding American work of children's literature. 


J. R. Ackerley Prize for Autobiography 
A prize of £1000 and a silver Dupont pen given for an outstanding work of 
autobiography by a British author, published in English. 


Kate Greenaway Medal 

An award made by CILIP to the writer of an outstanding illustrated book for 
children. The book must be written in English and have been published in the 
United Kingdom during the year preceding the presentation of the award. 


Kerrie Group Irish Fiction Award 
An annual prize of EUR10,000 for a published Irish author. 


Kiriyama Prize 

A double award given annually for the best fiction and non-fiction works which 
promote inter-cultural understanding between the West and the countries of 
South Asia. 


Man Booker Prize for Fiction (also known as The Booker Prize) 

A highly-prestigious award given to an author in the UK or Commonwealth, 
including a cash prize of £50,000 and also assuring some degree of literary 
success. 


Man Booker International Prize 

The international partner of the Man Booker Prize, given to an outstanding 
author whose work is generally available in English translation, with a cash 
prize of £60,000. 


Manchester Book Award 
A recently-established award for children's literature by a UK-resident author, 
which is judged by school library reading groups. 


McKitterick Prize 
A prize of £4,000 given for an exceptional first novel by an author over the age 
of 40. 





Miles Franklin Literary Award 
A prize of AU$28,000 given annually for an adult work of fiction depicting 
Australian life and culture. 


Book Prizes and Awards continued 


National Book Awards 

An annual honour given in four categories of literary works, administered by 
the National Book Foundation in the US. The prize is $10,000 and a crystal 
sculpture. 


Nestlé Smarties Books Prize 
An award organised by Booktrust, given for children's books in 3 age 
categories. 


Nobel Prize in Literature An immensely prestigious award given each year to 
an international author, with nominations made to the Swedish Academy. The 
prize, amounting to more than £720,000, is presented to the winner by the King 
of Sweden. 


O. Henry Awards 
Annual American awards given to exceptional short stories, especially those 
which have made a ‘lasting contribution’ to the art of short story writing. 


Orange Prize for Fiction 

An award given for an outstanding original novel by a female author of any 
nationality, published in the UK. The prize for the winner is £30,00 and a 
bronze sculpture. 


Prix Décembre 
A prize given for French literary works at the end of the year, generally for less 
conventional, *mainstream* works than the Prix Goncourt. 


Prix des Deux Magots 
An annual French literary prize which is awarded for new fiction, running since 
1933. 


Prix Femina 

An award given for an outstanding literary work in the French language, 
awarded by an exclusively female jury and sponsored by woman's magazine 
Femina. 


Prix Goncourt 
A highly-prestigious prize given annually by the Académie Goncourt for 
‘imaginative prose’ in the French language. 


Pulitzer Prizes 
Annual awards given for works in fiction, non-fiction, history, poetry and 
biography by American authors, preferably written on an American theme. 


Queen's Gold Medal for Poetry 
An award given for an outstanding book of verse by a UK or Commonwealth 
citizen. The committee is chaired by the Poet Laureate. 


Red House Children's Book Award 
An annual prize for children's literature, judged by readers, which also 
generates a Pick of the Year list of recommended titles. 


Book Prizes and Awards continued 


Royal Society of Literature Ondaatje Award 
An honour given to a published work by a UK or Commonwealth author, 
fiction or non-fiction, which best evokes the spirit of a place. 


Saga Award for Wit 
Awards a prize of £20,000 for a literary work by an author aged 50 or over 
which displays wit and humour. 


Sagittarius Prize 
A prize of £4,000 given for an exceptional first novel by an author over the age 
of 60. 


Somerset Maugham Award 
A prize of £6,000 to be spent on travel, awarded to an outstanding published 
British author under the age of 35. 


Stonewall Book Award 
An award given to literary works with a gay, lesbian, bisexual or transgendered 
(GLBT) theme, administered by the American Library Association. 


Sunday Times Young Writer of the Year 
Awards a purse of £5,000 to a published author in the UK under the age of 35. 


Tir Na N-og Awards 
An award in three categories celebrating Welsh-language literary works in 
fiction and non-fiction and for English language fiction by a Welsh author. 


Wheatley Medal 

A collaborative award administered by CILIP and sponsored by The Society of 
Indexers and Nielsen BookData, given for an outstanding printed index in a 
reference work. 


Whitbread Book Awards 

A set of literary awards given in 5 categories for best novel, first novel, 
children's book, poetry and biography, each winner receiving £5,000 and the 
overall winner receiving £25,000. 


William Hill Sports Book of the Year Award 
A prize given for a book with a sporting theme (excluding almanacs and 
listings), with a cash prize of £15,000 and other prizes worth £5,000. 


WH Smith Literary Award 
An annual honour given in the UK for literary works in English, including those 
in translation and by international authors, running since 1959. 


International Book Fairs 


Name of Fair 

Cairo International Book Fair 
Calcutta Book Fair 

World Book Fair 

Feria Internacional del Libro 
Jerusalem International Book Fair 
London International Book Fair 
Salon du Livre 

Bologna Children's Book Fair 
Salon International du Livre 
Feria Internacional del Libro 
Feria Internacional del Libro 
Warsaw International Book Fair 
BookExpo America 

Singapore International Book Fair 
BookExpo Canada 

Hong Kong Book Fair 

Tokyo International Book Fair 
Philippine Book Fair 

Beijing Book Fair 

Moscow International Book Fair 
Liber 

Frankfurt Book Fair 

Salon du Livre 


Antwerp Book Fair 


Month 
January 
January 
February 
February 
February 
March 
March 
March/April 
April/May 
April/May 
April/May 
May 

May 
May/June 
June 

July 

July 
September 
September 
September 
October 
October 
November 


November 


Place 

Cairo (Egypt) 
Calcutta (India) 

New Delhi (India) 
Mexico City (Mexico) 
Jerusalem (Israel) 
London (UK) 

Paris (France) 
Bologna (Italy) 
Geneva (Switzerland) 
Bogota (Colombia) 
Buenos Aires (Argentina) 
Warsaw (Poland) 
Various cities (USA) 
Singapore 

Toronto (Canada) 
Hong Kong 

Tokyo (Japan) 

Manila (Philippines) 
Beijing (China) 
Moscow (Russia) 
Barcelona/Madrid (Spain) 
Frankfurt (Germany) 
Montreal (Canada) 


Antwerp (Belgium) 


Greek Alphabet 


Uppercase Lowercase Name 


O&xMouduvuomuzz-»n-comnNtBu»buurm 


Diacritics 


Acute accent 
Bar 

Breve 
Cedilla 
Circumflex 
Double acute 
Grave accent 


D3 400-409 


a 


8 -0caQqvo0naodus-cnt mi 


£g: B» Oo ao Q OO 


[o7 


Alpha 
Beta 
Gamma 
Delta 
Epsilon 
Zeta 
Eta 
Theta 
lota 
Kappa 


Lambda 


Mu 
Nu 
Xi 


Roman equivalent 


Omicron 


Pi 

Rho 
Sigma 
Tau 
Upsilon 
Phi 

Chi 

Psi 
Omega 


Horn 
Macron 
Ogonek 
Ring 
Slash 
Tilde 
Umlaut 


A 
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Fonts: 
Examples of commonly-used serif fonts: 


Times: 
ABCDEFGHIJKLMNOPQRSTUV WXYZ (,.;:!?) 
abcdefghijkImnopqrstuvwxyz 1234567890 £$%& @[]{ } 


Book Antiqua 
ABCDEFGHIJKLMNOPORSTUVWXYZ (,.;:1?) 
abcdefghijkImnopqrstuvwxyz 1234567890 £5 % &@[]{} 


Bookman Old Style 
ABCDEFGHIJKLMNOPQRSTUVWXYZ (,.;:!?) 
abcdefghijklmnopqrstuvwxyz 1234567890£$%&@] i 


Century 
ABCDEFGHIJKLMNOPQRSTUVWXYZ (,.;:!?) 
abcdefghijkImnopqrstuvwxyz 1234567890 £$%&@] {} 


Garamond 
ABCDEFGHIJKLMNOPQRSTUVWXYZ (,.:!2) 
abcdefghijklmnopqtstuvwxyz 1234567890 £$%&@I] {} 


Georgia 
ABCDEFGHIJ KLMNOPQRSTUVWXYZ (,.;:!?) 
abcdefghijklmnopqrstuvwxyz 1234567890 £$%&@l[] {} 


Nimrod 
ABCDEFGHIJKLMNOPQRSTUV WXYZ (,.;:!?) 
abcdefghijklmnopqrstuvwxyz 1234567890 £$% &@[]{} 


Palatino 
ABCDEFGHIJKLMNOPORSTUVWXYZ (,.;:!?) 
abcdefghijklmnopqrstuvwxyz 1234567890 £$%&@[]{} 


(All fonts shown in 10pt typesize) 


Fonts continued: 
Examples of commonly-used sans-serif fonts: 


Arial: 
ABCDEFGHIJKLMNOPQRSTUVWXYZ(,.;:!?) 
abcdefghijklmnopqrstuvwxyz 1234567890 £$%&@|]{} 


Helvetica: 
ABCDEFGHIJKLMNOPQRSTUVWXYZ (,.;:1?) 
abcdefghijklmnopqrstuvwxyz 1234567890 £$%&@]{} 


Frutiger: 
ABCDEFGHUKLMNOPQRSTUVWXYZ (,.;:!?) 
abcdefghijklmnopqrstuvwxyz 1234567890 £$96&Q[]( 


Century Gothic: 
ABC DEFGHIJ KLM NO PQ RSTUVWXYZ(,.;:!? ) 
abcdefghijklmnopqrstuvwxyz 1234567890 £$%8@[] 4) 


Trade Gothic 
ABCDEFGHIJKLMNOPQRSTUVWXYZ (,.;:!?) 
abcdefghijklmnopqrstuvwxyz 1234567890 £$%&@[1} 


Univers: 
ABCDEFGHIJKLMNOPORSTUVWXYZ(,.;:!?) 
abcdefghijklmnoparstuvwxyz 1234567890 £$% &@[]{} 


Verdana: 
ABCDEFGHIJ KLMNOPQRSTUVWXYZ (,.;:!?) 
abcdefghijkImnopqrstuvwxyz 1234567890 £$% &@[]{} 


Trebuchet MS: 
ABCDEFGHIJ KLMNOPQRSTUVWXYZ (, .;:1?) 
abcdefghijkImnopqrstuvwxyz 1234567890 £$%&@[] {} 


(All fonts shown in 10pt typesize) 


Fonts continued. 
Examples of commonly-used monospaced fonts: 
Courier: 


ABCDEFGHIJKLMNOPORSTUVWXYZ (,.;:!?) 
abcdefghijklmnopqrstuvwxyz 1234567890 £$$&Q0[]() 





Lucida Console: 
ABCDEFGHI J KLMNOPQRSTUVWXYZ (,.;:!?) 
abcdefghij kl mnopgrstuvwxyz 1234567890 £$%&@l[ ] () 


OCR-A: 

ABCDEFGHIJKLMNOPQRSTUVUXYZ (7.5:!2) 
abcdef ghijklmnopgrstuvwxyz 
1234567890 £5%8aLI1{} 


OCR-B: 

ABCDEFGHIJKLMNOPQRSTUVWXYZ (,.;:!72) 
abcdefghijklmnopqrstuvwxyz 
1234567890 £$%&aLI{} 


Examples of display and specialist fonts: 


Wingdings: 
YACqwedPUOCOOTLHE > OORT tero C Era a E a 
DSH Il m x Yo mak er&;eOBDIDQO«$ «DIES, BE 
Sete 1 Oc LLUw e S o 






































Webdings 
B Er ee MM, 
Bo are * «5 ll > W w 5 v GS © ü 
€ a (Dx F1 -—-0X 7? B®@reioqoce 
ODE »»24«»«. k= T 5 X «e s n 
EuropeanPi: 


[V WV MI ERR t XE |" BySumoQAVS 
cQ =X ++ GOHDODOOODOOO TA aVP 4A 
Vou EM’ 09 42 COP -owe kX se K X* ae 
D°OQOSEG Os KN «4 —39» 3c. SVS) 
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Resources on the Web 
Publishing (associations): 


Association of Learned and Professional Society Publishers 
The international trade association for not-for-profit publishers in the UK. 


www.alpsp.org 


International Publishers Association 
An organisation of book and journal publishers world-wide, with consultative 
relations with the United Nations. 


www. ipa-uie.org 


Publishing Association 

“The leading trade organisation serving book, journal and electronic publishers 
in the UK." 

www.publishers.org.uk 





Society of Young Publishers 
An organisation open to people aged 18-35 working in the publishing trade. 
Offers newsletters, speakers meeting, a job database and more. 


www.thesyp.org.uk 


Women in Publishing 

Career development and support specifically aimed at women working in 
publishing. 

www.wipub.org.uk 


Publishing (resources): 


BookFind-Online 

A subscription service run by Nielsen BookData, offering a fully searchable, 
web based bibliographic tool with content-rich data updated daily. 
www.bookfind-online.com 





The Bookseller 
A leading information service for those in the book business. 
www.thebookseller.com 





Media Guardian 

A print and online news service for media professionals, including a 
recruitment section. 

http://media. guardian.co.uk 





Nielsen BookData 
Bibliographic data services for booksellers, publishers and librarians. 
www.bookdata.co.uk 





Publishers Weekly (US) 
The online version of the print journal, serving US publishers and booksellers. 
www.publishersweekly.com 





Publishing Central (US) 
An information resource on all aspects of print and electronic publishing. 
www.publishingcentral.com 





Resources on the Web continued 


Publishing News 
A leading information service for those in the book business. 
www.publishingnews.co.uk 





PubList 
Internet-based reference for information on domestic and international print and 
electronic publications. 


www.publist.com 


Editorial and proofreading: 


Bookcraft 

Provides publishing consultancy, editorial, design, proofreading and training 
services. 

www.bookcraft.co.uk 





Chapterhouse 

An editorial training centre which offers distance learning, classroom and 
bespoke in-house classes developing skills such as proofreading. 
www.chapterhousepublishing.co.uk 





Copyediting.co.uk 

A blog website which offers first-hand advice on breaking into freelance 
copyediting and proofreading work. 

www.copyediting.co.uk 





The Publishing Training Centre at Book House 

Offers distance learning courses in all aspects of publishing, including 
copyediting, proofreading, IT skills, production, marketing and rights. 
www.train4publishing.co.uk 





Society for Editors and Proofreaders 
A UK membership organisation which provides accredited training in 
proofreading and editorial services. 


www.sfep.org.uk 


Printing: 


British Printing Industries Federation 

A membership organisation for those working in the print industry, with 
technical and training advice. 

www.britishprint.com 





The British Association for Print and Communication 
A trade organisation representing the interests of the printing industry. 


www.bapc.co.uk 


International Printers’ Network 
“The world’s foremost global alliance of leading edge companies in the 
printing, visual communications and graphic arts industry.” 


Www.ipn.cc 


Resources on the Web continued 


Printers’ Charitable Corporation 
A benevolent society which provides financial aid to those in the print industry. 
www .britnett.net/pcc 





PrintWeek 
The online home of the journal, serving printing professionals in the UK. 
www.printweek.com 





Vision in Print 
An organisation dedicated to improving performance in the printing industry. 
www.visioninprint.co.uk 





Papermaking: 


Confederation of European Paper Industries 

A non-profit-making organisation, representing some 900 pulp, paper and 
board-producing companies across Europe. 

www.cepi.org 


Confederation of Paper Industries 
“The authoritative and effective voice of the UK’s paper-related industries.” 


www.paper.org.uk 


Paper Online 
An educational site covering all aspects of papermaking. 
http://www.paperonline.org 





Pira 

A leading commercial consultancy for industries such as packaging, paper, 
printing and publishing. 

www.piranet.com 


TAPPI 
The technical association for the pulp and paper industry worldwide. 


www.tappi.org 


Online reference tools: 


Bartleby 
Free searchable online access to major reference works. 


www.bartleby.com 


The British Library 

Online research services and collection information from the UK's national 
library. 

http://www.bl.uk 


European Library 

“A portal which offers access to the combined resources (books, magazines, 
journals... both digital and non-digital) of the 45 national libraries of Europe.” 
www.theeuropeanlibrary.org 





Resources on the Web continued 


KnowUK 
A digital reference library with access to more than 100 reference books. 
www.knowuk.co.uk 





Xrefer 

A digital reference library offering online access to over 200 reference books to 
subscribers. 

www.xrefer.com 


Other related links: 


Adobe 
Software for producing high-quality print and electronic documents. 
www.adobe.com 


Book Aid International 
A UK charity which supports literacy, education, training and publishing 
initiatives in developing countries. 


www.bookaid.org 


Bookseller’s Association 
Representing book retail outlets in the UK. 
www.booksellers.org.uk 





Consortium of Research Libraries in the UK 

An organisation campaigning for the development of distributed libraries 
through the use of electronic publishing. 

www.curl.ac.uk 


Institute of Bookbinding and Associated Trades 
An information resource and discussion forum for the bookbinding trade. 
www.hewit.com/sd4-ibat.htm 





Journal of Electronic Publishing 
A searchable online archive of articles from the print journal. 
www.press.umich.edu/jep 





Society of Authors 

A UK organisation which aims “to protect the rights and further the interests of 
authors”. 

www.societyofauthors.org 





Society of Indexers 
Promoting “indexing, the quality of indexes and the profession of indexing”. 
www.indexers.org.uk 





World Wide Web Consortium 
Developing standards and guidelines for publishing on the Web 


www.w3.org 


